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ABSTRACT 

This kit is the result of a written request for 
sample materials from 35 ARL (Association of Research Libraries) 
members known to have active preservation programs. Twenty-three 
libraries responded, and of those, 16 contributed documents — some of 
which are included here. This kit contains: four preservation-related 
policy statements; 32 examples of staff training materials, for 
preservation orientation, general information, audiovisual programs, 
specific information, treatment procedures, library newsletters, and 
hands-on workshops; 14 examples of reader education, including 
handouts, newspapers and other publication articles, and signs; 6 
examples of donor information; and 4 descriptions of exhibits. This 
kit was developed partially to supplement and update a Resource 
Notebook on Preservation that was published as part of the 
Preservation Planning Program. The institutions represented are 
Columbia University, Stanford University, New York Public Library, 
State University of New York at Albany, Yale University, University 
of Connecticut, Southern Illinois University, Brigham Young 
University, University of Michigan, University of Texas at Austin, 
Princeton University, University of Utah, University of Cincinnati, 
and University of Missouri at Columbia. (THC) 
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A decade ago, formal preservation programs had been established by only a few of 
the largest ARL members. During the past five years, however, the library 
community has witnessed a slow but steady growth in the number of new education- 
al activities* w many phririni it mlulluUy lu! yu» Where it has become a high 
priority to maintain collections in usable condition, it is essential that the 
people who work in, use, and provide financial support for the library are 
acting in harmony with that commitment. Although the formal literature does not 
provide a great deal of information that might guide an administrator's efforts 
to devise or evaluate a strategy for educating appropriate target groups, sever- 
al libraries have developed materials for staff, readers, potential donors, and 
administrators of the parent organization. 

This flyer/kit is the result of a written request for sample materials to 35 ARL 
members, selected because they were known to have active preservation programs. 
Twenty-three libraries responded, and of those, 16 contributed documents — some 
of which are included in the kit. Additional materials are available from SPEC. 
Of those esponding to a short questionnaire, 13 indicate they are developing 
teaching tools, while three note they have a preservation education program in 
place. Preservation administrators are typically involved in designing educa- 
tional materials, sometimes alone and sometimes working with a preservation 
committee or conservator. In libraries where a preservation committee but 
not an administrative position — has been established, the most likely result 
of committee wrrk is a disaster plan. Throe of the libraries that did not 
contribute documents note that a preservation administrator has recently 
hired . 

EDUCATING STAFF Libraries have been most active in developing training mate- 
rials for siaff. The type and depth of the training needed varies, depending 
upon the level and nature of staff members 1 involvement in preservation activi- 
ties. Several ARL libraries routinely schedule preservation orientation ses- 
sions, so that all staff members will be exposed to a discussion of preservation 
issues and related in-house services and activities, and will be provided with 
general guidelines and specific instructions for proper care and handling of 
library materials. Libraries have developed a variety of training toois for 
general library staff. They include printed instructions for care of books, 
film, and other media; bibliographies; glossaries; line drawings; and flow 
charts. Libraries also are making use of audiovisual programs, many of which 
have boon produced locally. Library newsletters frequently convey preservation- 
routed information that is of general interest to staff. Articles include 
announcements of local activities, reports on immediate or potential problems, 
and summaries of important regional and national issues. 

Libraries are developing specific instructions for both general staff and for 
those who are d'rectly involved in implementing a preservation program. Typical 
of the? former are guidelines for responding to disasters and emergencies, for 
mounting exhibits, and for handling moldy and insect-ridden books. Detailed 

T ho Systems and Procedures E*char,ge Center (SPEC) is operated by the 
Association of Research Libraries, Office of Management Studies. 
I 1 )'*'.' Npw Hampshire Avenue, N.W.. Washington. Q.C. 20036. Telephone (202) 232-8656 
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manuals for preservation staff cover diverse procedures such as preparing mate- 
rials for commercial library binding, conducting bibliographic searches for 
replacement copies of brittle books, and carrying out basic treatment procedures 
(e.g. pamphlet binding, and book and paper repair). Hands-on training often is 
provided for staff members involved in remedial treatments. Staff in the conser- 
vation unit are called upon to teach simple procedures to other staff members 
and outside experts are sometimes brought in to provide instructions for local 
conservation staff who face the problems associated with working in a relatively 
new and rapidly developing field. The decision-making that precedes orogram 
implementation at any level usually is backed up by policy statements that 
provide a general framework within which collection development and preserva- 
tion personnel can work. 

EDUCATING READERS Among instructional aids already in use are handbooks that 
focus mainly on proper care and handling, booksmarks and brochures that carry 
preservation-related messaqes, special handling instructions printed on alkaline 
paper and tipped into deteriorating books, articles in campus newspapers, and 
plastic bags printed with preservation messages to be distributed on rainy days. 
Some libraries have produced short audiovisual programs for freshman orientation 
and for display in public spaces before library tours, on open house days, and 
during other special functions. Several libraries have mounted preservation 
exhibits, some accompanied by printed guides. The larger exhibits have been 
designed to increase people's awareness of preservation problems faced by 
libraries, the treatment options available, and what readers can do to prolong 
the life of collections. Posters and signs usually carry terse instructions for 
proper care of books and microforms. Instructions for correct handling of other 
media have not yet been well publicized. Projects in progress include develop- 
ment of additional handouts, signage, and other consciousness-raising materials; 
a preservation unit for freshman workbooks; several videotapes; a radio cam- 
paign; and a readers' guide to handling nonprint media. 

EDUCATING POTENTIAL DONORS AND SENIOR ADMINISTRATORS The importance of 
educating donors and administrators for the purpose of garnering financial 
support for preservation has been addressed by a number of libraries. Articles 
that describe the preservation challenge and local attempts to meet it have 
appeared in university publications and newsletters to alumni and library 
friends groups. Programs developed for friends groups have included lectures, 
tours of conservation facilities, and hands-on instruction in simple treatment 
procedures. Direct appeals for support usually are made as part of a 
university-wide campaign. 

MANAGEMENT RESPONSIBILITIES Clearly, the success of a broad-based program for 
preservation education is dependent on strong administrative support. Senior 
managers in libraries who are educated spokespersons can make preservation needs 
known to a wide audience. They can give impetus to local efforts by encouraging 
staff to attend orientation sessions- supporting ongoing education for preserva- 
tion personnel; and identifying an- providing resources and educational tools 
necessary to raise the level of preservation awareness and expertise among staff 
members and library users. ARL members that have conducted the Preservation 
Planning Program -- an NE H-sponsored program that helps a library develop a 
comprehensive approach to preservation problems— have reported that one 
result of such a program is an intensified educational effort. 

The SPEC Kit on Preservation Education in ARL Libraries (#113, April 1985, 110 
pages) contains four preservation-related policy statments; 32 examples of staff 
training materials, including preservation orientation, general information, 
audiovisual programs, specific information, treatment procedures, library news- 
letter'., and hands-on workshops; 1<* examples of reader education, including 
handouts, newspaper and other publication articles, and signs; six examples of 
donor information; and four descriptions of exhibits. This kit was developed 
partially to supplement and update a Resource Notebook on Preservation published 
as a part of the Preservation Planning Program. The Resource Notebook and 
Manual from that program are available for A^q from the OMS. SPEC kits are 
available by subscription from: SPEC, Office of Mangement Studies, ARL, 1527 New 
Hampshire Ave., N.W., Washington, D.C. 20036. Individual kits are available for 
$20.00, prepaid. Outside the U.S. and Canada, add $5.00 per order for shipping. 
(ARL library members receive kits for $10. 0C), 
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USES OF SPEC KITS 



The Systems and frocedures Exchange Center (SPEC) is a 
clearinghouse operated by the Association of Research 
Libraries, Office of Management Studies that provides a centra) 
source of timely information and materials on the management 
and operations of large academic and research ibranes. ft 
facltates the exchange of knowledge and document* through 
SPEC Kits, which are distributed ten times each year to ARL 
members and otter interested libraries. The Kits include 
ropca8y-arranged groupings of unedited primary source 
documents - selected for their s'aiue to administrators and 
decision-makers - that illustrate a wide range of alternative ap- 
proaches to specfic issues. 

Kit documents come from genera) membership surveys and 
from selected f ibranes contacted drectty by SPEC and most 
Kits are produced within six months of survey! The documents' 
value comes from their variety of ideas, methods, and solution*. 
They are not viewed as finished products, but rather as points of 
departure for a library's planning efforts and as stimulants to in- 
novative approaches to problem- solving A, such, Kits do not 
present answers or prescriptions for any one library instead 
they illustrate how selected ARL members are planning fa or 
dealing with particular issues. The worth of any one Kit to a par- 
ticular ibrary will depend upon the specific tope covered and 
the library's stage of development m that area 



Materials are selected according to the following criteria 

• Presents an approach of potential value to administrators 
and decistorvmckers 

• Timely, and dealing directly with the topic under con- 
sideration 

• Probability of application of ideas or thinking to other 
Ifcrary situations 

• IBustrative of actual practice, rather than theoretical 

• Understandable, readable communication 

Ail together, the matt* fate should provide a range of alternative 
approaches that complement each other, provide variety, and 
stimulate comparison and contrast. 

Libraries can take advantage of the Kit compilations in o 
number of ways, Administrators can evaluate the assumptions, 
methods, and results of other libraries' approaches,* compare 
and contrast them* and use the learnings in their own situations. 
Library staff members can use the kits as proiessional develop- 
ment and current awareness tools Committees and task forces 
can use them to begin a review of current practices. And tne 
Kits can identify other persons or places to contact for further 
information Back-up files in the SPEC office also are available 
for loan to member libraries. In addition SPEC will conduct on- 
demand surveys or analyses geared specifically for a single 
library. 



EVALUATION 

Kit Title /Number 

I Which uses did the library make of this Kit? 



2. Please indicate how useful the Kit was for these purposes 

Z Very Useful Z Quite Useful £ Somewhat Useful □ Not Useful 
3 Do you have suggestions for this Kit or for future Kits? 



(optional) NAME 



LIBRARY 
PHONE _ 



Please return this form to the SPEC Center. CMS /ARL 1527 New Hampshire Ave., N.W., Washington. DC 20036. 
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PKtSEEVATION POLICY STATEMENT 



I 



! tit roduct Ion 



The Columbia Unfveralty Llbrerlee is committed to the pre- 
servation of Jca collection. Prtitrvitlon la the action taken to 
prevent, stop, or retard dat or 1 o r ■ 1 1 on of library aaterfele, aa 
writ *-< to improve thair condition or f aa ntcmiry, to change 
th^lr (nr.it In ordtr to prtit.vf the Intellectual content. Con- 
aarvatlon iopllee tha reatoretlon of Individual I t ana to a atata 
rloee to :t,e original, by mini of phyiical trna|niant« rreaer- 
vstlon Is used here as tha broadar tarn inco«pcii<0| both preser- 
¥,lHnn 111,4 conservst Ion. geplsceceat of aeterlele loat or olaalag 
Is a for* of pr utrvi t lf»n. 

In a raaaarch library, most materlala ara selected for perms* 
nent value «nd therefor* should ba praaarvad. Some materials, 
however, nay not b* added aa a permanent part of tha collection, 
and a preservation daclafon nay ba mid* an they are acquired or a 
h,fr aelectlon decision nay ba neceeeery ahould tha Iteme becooe 
deteriorated, or the libra y'g need cheagee. 

In the Columbia Unfvaralty tlbrarfea rea pone I b I J 1 t y and 
authority for preservation decisions root with the following 
pnalfionn (or their designees); the Dtpartnent librarians, tha 
hlatlnrtlve Collection Llbrsrfsns, md tha Science Dfvlalon Chief, 
«nd the flutter Collection Selection Officers, In consultation with 
" frMI «*rvlce« itif f , eubject speclnifata, irti blbl I ographera , 
A nd pre-rrvatlon etsff. final re epona I b{! I t y and authority rcata 
with tin* Director of tha ftesources Group and tha Distinctive 
Collection Mbrarlana. 

Columbia University Ubnriii, to (nlurt the preservation of 
the foIIrftU^i, haa estabilahed a dlatln^t Preservation 
n?p*rtment within the geaources croup. The Head of tha Preaerva- 
flno Department nerve* aa an advlaor to those responsible for 
and the departmental stiff provides verloua 
services. The Department haa produced tha 
Handb ook . The Head of thi Department alio chairs tha 
Cn«»ittee which has produced a Dl a ss t e r P rags r e dnea s 
two documents provide tha technical detTTTs snd 
procedure* f 4>r day-to-day preaervatlon activities; they alao 
provide recom.-cidat Inns for action In special aituatlont Hka 
f I noils • 

Tlrr purpose of this policy stetement Is *o provide the 
Iramrworfr lor coordinating preservstion decisions with collection 
.If lopmrnt rfrrUinn. It provides guidelines for coordinating 
<ui h decision* with) 1 Individual collecting policies. The 
*,if del I i\«n ,ip ? ly generally to ill formats but do not Include Art 
V r o o v i t Ipn, 



co I 1 i»r t f on 
preserve! inn 
I'reserv/if Inn 
1* r f n* r va t j on 
fMrto. These 



The policy atatenenta in C h I e docuaemt arm written within the 
phi I osophl ca 1 fremtwork th-t praamrvatlon fa nwceaaary end needa 
no further Just I f I cat Ion la a raasjarcH library. They era based on 
cart sin basic prlnclplaat 



1. 



2. 



3. 



6. 



Tha dapertmant or dletfncttvm collection llbrartana, 
including the Science Division and sutler Sticks selec- 
tion officers, art respoaalbla for developing md 
niintaimlng a collection which aeete tha needa of their 
library sun. Therefore, preaervatlon policy for 
esterlsla In those collections la beat deternlned by 
theme officers* They, howsvmr, consult aras 
bibliographers, reference staff and othera whan 
necaasary, end encourage Input from other ataff membera, 
Including peraonnsl from tUe *cgu i al 1 1 egg oad Gifts snd 
Exchange Da pa r tmant a • 

Preeer»atlon decisions bows economic aa well aa 

phi Irsoi hlcal md aeethetlc f sjpl 1 t*t I one . 

VithM ttdgmt and staff coaetralnte, high priority Is 

assignee to preeo rva t Ion * 

A written preeervetloa atataajeat provides a framework for 
dtclslor* asking, and yrovld*a historical documentation 
for decisions* A written Scotsmen! alao provides a 
listing of prlorltlee for prmstrvatlon treatment. 
Indefinite storage of unuasbln iitir.Ali within tha 
Columbia Unfveralty Llbrmrlam cannot ba justified* 
Thome reeponalbl a for collectloag ouat understand the 
treatment options available for materials, snd the 
guidelines for preservstion decisions. 
Frceervat ion dec! alone should be recorded* 



1 1 . Preeetvstlon Decision Points 

0 

freeervstion declslOna for individual items au it ba made et 
vsrlous points In the life of an Item la the library. Materlala 
for which such decisions ars needmd should be brought to tha at- 
tention of section or departmental ataff who ara charged with mak- 
ing euch decisions. The Individuals most likely to be authorised 
and responsiole for p rose rest f on decisions are indicated in the 
examples which follow. Other ataff members In vsrloug unite asy 
■ppropri atel? be charged with csrteln levela of decision, e.g. 
replscement of loat or alaelng periodical Issues or booka under 
$50. 00; or choice of bindery (commercial or CUt). 



Methods of documenting tha decision, such as recording 
ehelf Hat card, entering It into tha online record, coding 
onto the piece Itself, etc., ahould be utilised to minimize 
dsRt handling, (Determining the soet efficient method for 
recording these decisions is beyond the scope of this docua 
and a separste group ahould explore the poesible options for thi 
activity. | 



the 



on 
It 

reduft 
p at . 



The following routine activities present the m?it likely and 
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frequent oppo r t yn I t f e ■ for prseervatloa rfid iSoni and ralated 
• c t i vl % I tai 

*• 5f [tpr Mng ( 11 IL I OCRAPNE* ) : Eaeaples of types of 
press r ve t Ton derisions md activities: bind^do not bind; mtori 
upon receipt (used books); citilog for restricted collection; do 
not catalog (office copies, tphtiin, addsd copies for rutrvi, 
etc.). The bt h II ogre ph*r ii alio Involved In re iiltctloo 
dec I ■ I ori of rtpUcrirnt , rebl ndl ftg , withdrawal. 

2 * 9Li*ll!!t. ■Q4.ii£li*J?li (ACQUISITIONS L I IRAK! AN ) t istiplti 
of typei of preservation dscisions and activities: repleceaent of 
individual periodica! liiuii; Identification ind return of 
defective coplci . 

Ca tal oging ( CATALOCER ) t tsuplti of typea of 
preeervetlon decisions and activities! r ■ c oaaendi t 1 on for 
prnrrvition a i c r o i i 1 ■ I n g ; I dent I f I cat I on of afaalng parte In 
co 1 lacing. 

*• Matf rlali Frocssslng (SUPERVISOR, PRESERVATION OFFICER): 
ex^plri of types of preservation decisions end activities! nyler 
enr soeu ! a 1 1 on ; coaaerclsl or CUL repair; a I c r o f 1 1 a 1 ng • 

S. Circulation ( SUPERVISOR) : ixeaplee of typea of 
prurrvir ion derlalona and sctlvitlsst Identification of 
Materials In dlirr r and referral to aelectore; rscoaasndat Ions 
for rpplarrarnt of Soit or Biasing asteriala. 

6 - Pullfngfor interllbra ry L oan < I NTERLl gRARY LOAN STAFF): 
fuiplfi of typea of preaervatlon declafone and actfvltlea: 
rppUrpumt of nlsatng psges; identification of aaterfala in 
disrepair end referral to aelectore; recoanendat Ion of replaceaent 
of loit or alaelng aaterlale. 

In addition to thru routine procee^ee In which preaervatlon 
dec tain ns *nrt activities nay be required, syatraatlc collect ton 
mlntfnunfp/ review and dlaaater recovery are actfvltlea which re- 
quire preeervation action. 



If I. Treatment Op t f om 

The Preservation Department offera a nuaber of optlona for 
(he t riMtarnt ni deteriorated eaterlal, priaarllv baaed on the 
cnnrfftlnn of the Material. The earlier deteriorated aaterial la 
identified and aent for trritarnt , the nor* econoalc the treataent 
process will he. The treataenta «Mch follow are ordered froa the 
lefts! ewpentive and routine to the Boat costly, CoipHcf trd, and 
t Iae~cnna<i*l ng. f rocniing la not included In the coat figures. 

1, foanu-rcfa! binding and _r e b I ndj_n g . At a current coat 
averaging S 1 • H pe r paeph 1 et volume, $5.75 per aonograph reblnd, 
and $7. 00 per serial vnluae, out two coaaerclsl blndcra will pro- 
vide long-lasting protection for Materials added to the collrc- 



tlona in paper covin* aad aarial vuluaea; and reblading when the 
paper la atlll sound • 

2. Pr eaervatlon Departaent rapair end reblnding * Hatt rials 
that need Bote cara than a coaasrclsl bindery will give can be 
repaired and rsbound In houae. lecsuse of ths hand work and 
staffing costa, this la often Bora Coatly than outsldt bindars' 
work • 

3. P rot cct I va enclosures . Katsrlals that cannot be rebound 
becauaa of detsrloratad papar can ba placad In a protactlve esse. 
Thla I* adviaabla for tha following cetsgorles of aaterlalas thoaa 
which haws valua «a artifacts, thoes that Bra already preserved 
but a copy la to be kept aa long aa poaslble, alngle voluaea of 
aerial sets, or thoaa aaterfala not important enough for eora 
eipenslva pr e a a r va 1 1 on • Each case costs appro* i as t c 1 y $8.00. 
Single aheat itaaja or peaphlste any be ancapsulated in aylar end 
post -bound* 

4. Keplacaaewj . Hsterlsla that are atlll fa print or have 
been reprinted, or a. I crof t lead by another source way be replaced 
through acquisition budgets* Coat* era variable, Mlrroflla of 
another llbrarlsa' copy of aa ftsa say often be ordered froa the 
holding library iff CUL'e Copy la too badly datarloratad to ffla. 
(aaa also aactlon 1 f . D ♦ ) 

5. P reac r vst I on Depsrtasntalcrofllalng . Detsrlorated aat- 
erlale that havs not baen praeerved by other llbrarlaa or coun- 
cil] ventures aay ba alcrofllaed inhouae. Estlasted coats are 
$50.00 per 1 50 exposure aonographlc litis. Sarlal titlee incur 
one bibliographic coat, about $25*00 or half of the tote!, but 
hava higher collation and fllalag costa. 

°' t»ona ervatlon t re s t aent » Rara and valuable aaterlale eay 
ba treated by a conaervator. Costa are high. Each Itea auat be 
considered in light of availebla treataenta and funds. Decielona 
to engage ouralda conaervatore should be aedi In coordination with 
tha Preservation Depertaent. 

IV. Col 1 ect 1 on Preac rvst loo Pol i c y Cut del 1 neg 

A . I nt r oduc I Ion 

Preaervatlon declaiona for Individual lteaa or groups of 
Iteaa are very difficult. The declaiona are often eubjectlve. 
The following con a I de r a 1 1 oni will both present the larger context 
for preservation declaiona, and eeaiat the librarian in oak i ng 
consistent, logical de-lafona. lecsuae the aatarlela are 
detr i (orating ao quickly and It is expensive both to keep aater- 
fala In poor condition on tha shelves or to trest the aaterlals. 
It Is laperatlvs thst a systa«tatle process be Initiated rapidly. 

I. Dec i a < on- atk I ng conal da ra t lona 

I * , e of cojt ect Ion 

a. Hb ra,y of recor d; Many Coltiahfa llbrarlea hold 
auch coeprehensi ve collectlona In certain subjret areae that they 
are mnalderad llbrarlea of record, e.g. SLS In library science 
and Avery Sn a r c h i t ec t ur e , A library of record Is defined aa a 
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library which agreee to acquire, aalnteln, tnd lend Jtewa f roi, 
Ita *f ry tntrniivr rnlltctlom for t ht btntflt of other libnrlti. 
For thrir auhject collectlona, retaining out copy of tich text In 
any foraet la of prise importance. Cinrrii ly iptiklnf, t ht b«i! c 
text iudt be kept In perpetuity and be Bended, rebound, end 
rcpln'i-d if ft ditf rlorilii or la loit . RLG prlaary collecting 
rtiponi P . " f t 1 ea eubject irrn way alio fit Into this category. 

D * E***T cn le/e 1 co l li c t loni i There ere collection! 
that euppnrt research in certain areaa, although the uttriili mmy 
not be unique or the collection dealgfleted aa one of record. 
Individual decfaione iutt be aiade for thla material fa relation to 
Ita va ] u« to the Collection; other factora to conelder are the 
icopf of the collection, the content of the I t e a , end Ita u a e 
pat terna • 

C* Instructional aupp prt collecti ons: There ere 
rollectinna that are dealgned to eupport a epecSflc departeent'a 
educational progr«ai. Current aeterlele aey be aended or rebound, 
but not nereaaerfly replaced, or eerlala aey be prcaetved, but 
Ri>H*i|riphi not. 

d , 1 Icate collection s Soae collectlone contain no 

unique arterial, but aeterlel which la duplicated In another 
collection, e.g. College end lu r gee a -Ce r pe n t e r . Material aey be 
weeded »ore heavily, end withdrawn when deteriorated beyond 
rrhlndlng, an long aa the withdrawal declafon la coordinated with 
the prliary holding collection. 

r * *«re ftook end H anuacrl pt collectl ona t Voluaea that 
ere old, valuable, fapoaatble to replace, and7or have value ea 
artifact*, involve extraordinary conaervetlon needa, Matarlela 
that fit Into thla category «.e ii^td fn aectlon !V*D» 
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cover if p 
a v a i I a h 1 e , 
the c o 1 1 ec 
ha a I a • 

ruriy aa I 
Klcrofora 
u a e . Preae 

hn 1 H { n . 
to k i* e p a 

nfp t f f*lf 
c I a at ed to 

h.ti Ita tin 
Prrlrrvflt I 

print aate 
rcqul reeen 



a. Monographi . Konogrepha ahould be purchaa 
»«xlM"f . When paper coven are the Only f ofai 

tfey will be coaarrdi! ly bound before being 
lion. f rnf rvi : dacleione are Bade on an 1 



b. Ser£a!if Setwla should be coaaerclally 
a practicable for their eecurlty end preaervat 
or paper replaceaent ahould be conaidered depe 
rvatlon declalona require a c ona I de r a t I on of t 

Individual deteriorated voluaea aay be boxed 
it' together. 

c. Honographlcaerlea. Voluaea In aonographl 
H aa annographa If aep*rately dined , aa aerl 
get her . 

d. Nonri r I n t_aa t e r_l a 1 a . Each type of nonprin 
Iqtte prriervit ion needa which auat be conelder 
on declalona auat be aide ualng the aaae crlte 
H*f9 a a well aa con a i de r a t I ona of tinttaual hoo 
ta, reading equlpaent, and fragility of the ae 



ed in hard 
t 

adde d to 
ndl v 1 due 1 

bound 
Ion. 

ndlng on 
he entire 
f n order 

c ae r 1 ea 
ala If 

t aeterlel 

ed. 

rla for 

alnf; 

dla. 



1. 



Evidence of life 



Haterlale that have circulated or been requested on Inter- 



library Loan are obvloua cendldetea for preeervetlon declalota. 

Although peit uae uauall* predict! future uee, If la difficult to 

•econd gueei acholarahlp need., and laterlala .ho, 3d be preserved 
If the content warranto. 



C« Cuidellnea for withdrawal of aateriala 

. . , Deterlor.ted ..terl.l. aey be withdrew* If they aeet one of 
the following criteria! 

1. Nc longer within the acope of she collection; 

2. Duplfcatee or added coplea; 

3. When they have been replaced! 

4. When they have been auparaeded, md the earlier edition 
la not neceaaary to the collection; 

5 • Epheaera 1 ; 

6. Eaelly available f n aictofora; 

?. Eaally available through e cooperative prograa. 

D ' Culd elfny for tranaftr to reetrlcted aCceaa or apeclal 
collectlone* " 



Material, ahould be offered to the Kara look and Hanuacrlpt 
library In Butler, end apeclal collectiona In Avery, Health 
Sclencea, Eaat Allan, the Science Dlvlalon or Law depending on 
collection and aubject aatter for c one I deration if 
of the following criteria) 



they aeet one 



1, 



2. 
3. 

5. 
6. 



Early printed bookai 
a* Printed In Europe before 1600; 
Printed In England before 1714; 
Printed in the United Stetei before 1812; 

Sclencaa end Science aonographe printed 



b. 

c , 
d. 



Health 
1 676; 
e. Art end 

before 
faportent 
Lands* r k 



before 



1800 or In the U*S« 



I Architecture printed before 

1895; 

flrat, Halted, or apeclal edltionaj 
edltione of booka in the hlatory of a aubject; 
Fine blndlnga, typographic, or graphic I 1 1 uat re 1 1 on ; 
photographic illuatratlona; 

laportant algned, annotated, or eeaocletlon coplea; 
Special aubjectai trade cataloga, view booka, Confederate 
faprlnte, andern art aoveaent docuamn, Coluabla 
Unlveralty related aaterlela* 



Any queatlona aa to whether a book ia aultahle for tranefer 
ahould be directed to the librarian In charge of the 
apeclal col lect i »n. 



e ppr opr I ate 



E • Gu i deline! for Replacement 
1- Deteriorated Voluaea 



Katerlala ahould be replaced when poaa I h : e aa they brcoi 
deteriorated and atill have value to the collection, If the 
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naterlel can be rtpUnd In herd copy, either by ■ new edition, * 
reprint, or mother copy In better condition, tnfe 1 1 tha replace* 
■ "nt of choice. The eecond noit deilrible rtplicfiint la by 
available ilcrofori either fron ■ eontrcii 1 tourct or another 
library. Cone t de rat I om of space In • library 117 remit In * 
preference fn* ilcrofori. If neither option la available, a rec- 
onnenditlon should be nade for Inhouif nl crof I lail ng . leciuie 
|h«*re ic . ao neny tftlee that need preiervition at c ro f I Imi ng , 
fnhouae fflnlng tine cannot be ueed to filn Item already 
available fro* a conuerclal source; nc natter what the coat* 



V • Siaple policy stiteaenti 

Siap 1 a atateaienta for the lus 1 nee a library and the But 1 e r 
Collection are appended. The ■ e a t * t til nt a a re aanplea only and 
have not been officially approved* 



2. Ml sal ng Volunea 

HitvrUii that have been declared ntsalng ahould be re- 
placed under the aane condltlone ft deteriorated volunea. 

3 • Mining Page e 

Pegee which have been renov/d either fron m bound journal or 
a Monograph can be rrpleced by ordering then fron a connerclnl 
publlaher, or phitocopfee fron another library through 
InCerllbrary Loan under certain condition!. Cone I de r a 1 1 on ahould 
be given to the nunber of alaslng pagea, the acceae f bl ! ! t y of the 
Material, and the coat of an Inter! fbrery loin transection. If 
Che nunbCr of pagea la high or If the naterfa! fron a nonogreph 
would he ernenelve If borrowed fron another library, then 
c one ' derat I on ehnutd be given to replacing the entire book or 
journal rather than Juet pagee* 

Rep 1 e cenent pagea for aerlale are ordered in loit dapartnente 
through Book Acquieftfone. Ce r t ■ i n guideline! Should be followed 
In preparing t h * replacement pagee for rebinding. The pagea lull 
ht- ropled on acid-free piper and nust be dou hi e~e I ded • Adequate 
*trglna nuftt be preaenC* Theee pegee <ay be tipped into the volume 
If fewer than efx pagee} no re will require rebinding of the 
vol(i*c, If the nunber of pages is significant, com 1 de n t \ on 
nhotild be given to binding the replacement pagea aeparatcly if 
they repreeent e diatinct unit such as a chapter, entire article 
or 1 eeue • 
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9 

ERIC 



VI . 



Recomecn ditloni 



The Preservation Policy Committee makea the following 
r#coi»fnd« t ion : 

!. That MCh Departeent, Diviiioi Chief and Distinctive 
Collection Librarian net annul! gen la for preitrvitlon activltlee 
end that thoie goale ind me c oepl I aliment ■ be reported to tht 
fteaourcea Croup Director for the Annul) Keport. 

2. That a aurvay of library backloga be tidi to determine 
the e>irnt of deterioration of materfala In t hee and plana «ade 
for the preaervatlon of materfala before they arc added to the 

collection. 

1* That guldeltnee foa* traflifer to the lire look and Manu- 
script library and other apeclal collectiona ba reviewed and 
eaterials actively Identified for transfer. 

4* That conelderet Ion be given to the eatibl Ifhment of re- 
strictive acceae policlea and collection* for Mesa which are of 
great value, but continue to fall outalde the acope of the apeclal 
collect! on a • 

5. That budget llnea for replacement a be eatablfehed for all 
■cqui i f ( ion budget unite* 

6. That e preaervatlon budget be eetabllsherf for ronaersn- 
Uon treatment and homing auppllel for each Departmental Library 

*n«f H| at Inc 1 1 ve Collection. 

7. That the library a dml n I a ? r a t i on continue to seek funding 
for a ator*gr facility to replace other storage arese with poor 
environmental condl t loni f t*> provide new Btor*|« f and to renovate 
etlating library fecllitlea which have poor envl rt neental 
conditioner Including reiaeplfog, temperature, humidity and 
filtration cont rol a . 

8- That each Departeent Librarian end Diatlnctlve Collection 
Librarian, and the General Library Selection Officer prepare a 
written preaervetion policy statement. Thle ititeitnt ahould be 
prepared in conaultetion with b I b ii og rapher a , other library unite 
that collect in the aaae arena, eubject e pec I e 1 i « t a , and other 
appropriate peraona* 
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i:on*c!rvai f on Off let* 



St.iuford Libraries Brittle Books Program 

A survey t'oiidtu t -I at Stanford in Jtihi . 1979 In t fie husKinUIcA and ft0U.1l 
m leiue c *»! liM t ion* !n the Creen Library del 'mined that 26. of the collection 
w.i*i mi deter iorated as to require Immediate attention. 

In order to aMevi.ue nnmr of the problems Cloned by brittle paper, the 

< I'livt v.it inn Office ft .1 desired ft Brittle Books Program to route and handle 
then- ».ih-rb»h. Oire hooks have been identified «• brittle, there «rc sis 
a 1 t cnial 1 vi* * aval 1 able ; 

». ui«c*rri, based upon v/»lue, ffljtnl f trance , and holding* of other 
1 1 b r J r I e s 

2. Rep latent* nt , either by new or used copy 
1, 1' Kite it 1 ve caver and Copy retained 

<■. Photocopy, in house or purchased from another aource 
S. Mhiotopy, In-house or purchased from another aource 

6 . Kt*n f or e 

7. I'll. i serf !><• let lorat Ion 
the fln.il decision Id »:irfe by indlvidu.il me^bera of the Collection ttevclop- 
i*w»it f.t.iff f« con }nm t Irn vith the (looser vat i m; Office. A search ia centaur ted 
hv i .mi ,i t . it ion hi the 'U.m J<nd, University n f Cal ffortiJa, Berkeley, in print, 
cut «.f print, reprint -ind micrograph! c catalogs m provide hlbl lographnrs 
with ah much Informal Inn .is p<*<*ihlc tn choose thr heit option. After the 

< hoiir is m.iile, the f»n.H'»r vat Inn Office follows through by ordering Cir routing 
mitetUN »is denrlherf in the Policy and Prrterfutc? Manual . 

I'ntll m.mn deai Id I f 1 cat inn arrf/nr the at renj'thrn ing of brittle paper are 
i.cmtMo, the nltent.it I vi'*i n va 1 1 .it) 1 1« t o 1 1 h t «it 1 e s air less th.it. I del I. «uid 
Involve ^if.if ins's in time, staff ,ind budget i In order to preserve the 
toretlectu.il content of vlt.il research material. 
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Brittle Socks program 



Choosing the bcit alternative for brittle books 1* often difficult, 
onetimes becauae no alternative seems belt. The Library of Congress recently 
published three criteria for general consideration when contempl.it lug the 
choices available: 



1. Physical Condition: How much tike ia left before the book is 
irretrievably lost? 

2. Scarcity: How suny copies exist - what condition are they in? 

3. Sign! flc*ace: If this la the laat copy on earth, and It will 
disintegrate toarorrov, ia it worth easing? 

In light of these criteria, and the searching which w.is done by Conserva- 
tion before the bibl iographer vas asked to stake the decision, choices con 
sometimes be wore obvious. 



DISCAR D 



Many time* works can be dUcardtd alaply because their algnl I lranre is no 
lunger, or will never be, important. Other times discarding is best because 
Stanford holda other copies or other editions, or UCB does. Or the bonk «ay 
not be useful for research at Stanford, nor does it seem likely that it ever 
will be. 



KfcPLA CKMKNT 

Brittle material nay be replaced by new editiona, reprints or copies in 
better shape. Sometimes thlt* is sort cost effective than nicrof lining or 
photocopying, or necessary if portions of the original test have been lost or 
damaged. 



PROTECTIVE COVE* AND RETA IN* 

Occasional y material la deemed important enough to retain In Its origln.il 
state. If it la extremely fragile, it la wrapped in an acid-free portfolio or 
a book box and transferred to the locked stack for protection, 

P HOTOCO PY 

See attachment 
HICKOUJPY 

See attachaent 

RKSIORE 

For material of great scarcity oi value, restoration hy a conservator may 
be chosen, 0jm 



HIASKD DETERIORATION 
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Pre.eryatlon Photocopy 



Gctiftal StatcKK-nt_ 

Th., photocopying „f Mt . ril l,. ht . commt „ for 

hcen In ,1,. U,t .t R »,t 10 ten year., hoover. ul , h £h . pJi i,^,',, ' 
tcchn.,l u ,y of the ph n t.»co P y; og procesa, „, al percent c'opy cou td b^^cL",. 
N..w the quality !. Mrh that II,. Xoroa *c search Facility .t.te. that the par- 
tner,,-,, of ,!« Xrrox proce.. 1. .fitted only by th. pertinence .nd dor-bUtty 
«! th- p., Kr u,cd. Thus . photocopying proce.. can be ..ployed. If , u l t; M.. 
a« an ellrrn.itive In i.pl.clng tutcriiU (or pre.ervat ion. 

St.inttard. 

,r, VlV.' "* ,T "• ,M ""» 1 act for preservation photocopying. Th.ra 

.re nbvl.M.s K.il'fclin,. for ouallty which can be est.bll.hed locally. A 
per^ncnt/durnblr 0 f a «cdlu« weight !. cent lei. Th. p.p.r -uM he 

" « ' « "r added to help prevent deduction. The pl'tol^ 
! 1 , ■"«"'"«<' " -HI operate optUull, to produce good 

...ntrast nnd cle.,r reproduction.. Ptoper binding will help .ff.ct . copy „ r . 
permanent than Ine o.-lgin.l. vy 

lief I nil fun 

Preacrvatlon hnrd ropy I. . photocopy aw.de to pre.erve th. content, of 

5 VI - . dfln *' r ° f bcln * M'«»ly to brlttJ. paper. The 

Photocopy I. ....(c f„,« , h e origins Mtarlal or frna the copy held by th" 
Stafford tjh.arlr,. T h« hard copy 1. bound and returned to th. .tack lor u... 

Lit i ,<ie 1 1 ncs 

Sejrrtinn for Privation h.trd r»py i. Mde at tU9 Stanford liberie, by 

the bibliographer* In conjunction with the Consc-rvat Jon Office. Material 

arreted of Mn| brittle 1. checked out to U)N a* a location. If th, material 

f St d h H ' i'^ tU i° U Sr,lC,,rd ln tU * Stanford catalog to determine 

f Stanford hold, other copice ot edition.. I t in b1bo mmnTchp6 ln t hp VJirlou . 

In print our of p, tnt repri.it, and He rof il. catalogs . All information 1* 
• i.lc available or the blM iographor to .Id hln/hcr deci.Jon. After at**uhin* 
«t«U» MUn b4rd " COnfld<J<fd ona of .Iternatlvea for replying' 



There are eom* guideline! to help determine the aultabllity of material 
for preservation photocopy: 

1. If ■ volume 1* part of a act, replacement, with hard copy ii 
appropriate. 

2. if th* item la a hlgh-uae ona, hard copy la preferable, 
i. Current reference material U appropriate for hard copy. 

4. Item* requiring reference to extensive aotea or graphic materials 
era auitabla for hard copy. 

5. Any volume which include! plaCea or graphic materiel to be 
eaved la appropriate for photocopying. 

tout inj 

ftic* photocopying hea been chosen as the moat appropriate preservation 
technique, the volume la prepared by the Conservation ataff. All visaing 
pag>e are replaced by Copy from another aource, or a page la inserted atatlng 
that the page la aiseing* If the ltee 1* to be diecarded, then it Is diabnund 
for copying, n a better image will result. Whenever poaaible, double-aided 
copying viil be done maintaining the original format and aire. After copying, 
the new aieterfal will be checked carefully againat the old for error. The new 
copy will be aent to Binding and Flniahing to be bound. Conact vat ion will be 
notified when the binding la dona and the volume has been end- proresM'd . th<*n 
the original will be diecarded or aent to Gift and Exchange except in unnsn.il 
circuaatancts. Cunaervation will handle Cancel/Transfer procedures. 

If there were no changea in aise, forruit, or cataloging, the copy returns 
to the aheives with no changee made On the catalog card. If changes wore 
indicated, then the copy wo u id be routed by Binding and Finishing according 
to the Policy and Procedure rUnual. 

All copyright restriction! are observed. 
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freser vat ton Mi c rot i\ wirg 



i**}?-*. - 1 i» t a t e me 1 1 1 



the I I r " ,rr,,f,1 - ,n * M " undertaken a. .„ officii p toJrct by 

Sin' ,k , Vork '«««c library. , nd H *rv.r. ..:!„. „ 

I9W N. H„th It*. and bUck ,nrf «hit«. silver f^Iidc fll. were find 

, u «• H>e re«.luil«.n .nd .eduction ratio of the taut- of .11 

St .iul.ir.it. 

'1.Mt atmulatd,. h..ve been set by tl.e A-nericin National Standard- institute 
hr.iry of („..„,„,. the Nation.! Micrographics Aa.oc I at ion, and the A~rlr.n 

Pet I nit lo n 

p^iper. jue film is rnidc from the orlelm! r»«r . . ■ % * 

.lrr.,|||.. A preservation ^ / tc ^ P * ""'"If , 

. . one. i„, t olh,., research libraries p] ace fouf u , cs a , the 

Niti..fi.i| R.-gitter „f Microfor- n,«tcrs u* onlv i - k.u u . . 

nip, mi rat I una. "latere, o n Iy he held by nun-profit 

<>n tl.e other hind, a .later nfctofiL j a on0 _, d . for t ,„ .„ 
oi rviwprr|«t sales. c *P re " P«>rpoge 

(In! dt' i in on 

l.v tl„.'bHn"" f ' r, •;"• rv • ,t, "" "fr.fll.lni, I, a,;„te , t t „r Stanford l.lhr.rl.. 
l-y , V ' " .iplir t a in conjunction with the &m*.«rv.n Ion office. I 

J Jy /k h . * " l,f>,u,rM flrt erfoft »Jv«r..icd by the Llhrjiy 1)f Cut, K tes. 

Vi rk FuMir |.lhi..ry. KU; m . Aftet B| , 1t| . hf F , lrrol| , flJ|| J 

r«,, ft IUc»tl ». onr nl.cunMive fur irpUc^nl of WW Ul.. 



There are ftotn*? giildellnef to help deter*. n« the euitibllity of the pjrtfcu- 
lir voluwe for *l ^ ro f 1 lmlnj: 

1. If the ite« \m unique to Stanford, or If the contents an* mo 
f«pnr(ant to the Stanford collection and replacement ropy would 
be difficult or Impossible to obtain, a preservation ».if.trr in s 
safeguard against loss. Froia this Meter, copies ran he iuidc for 
use, hard copy can be etade on rcqurat, and requests iron ILL can 
be handled. 

2. If the Itcst is a low-use one, but still important to lUv collection, 
microfilming is a good alternative. 

3. If they are not high-uaa materials, serial runs or deteriorating 
newspaper collections arc ftultable for microf 1 lining. (In the 
case of newspaper*, micro f liming Is the only copying, altcriwUivc 
available at the present.) 

4. If iremfl are deteriorated, little-used, and spice is s problem, 
preservation microfilming Is a good alternative. 

5. If an item is quit* scarce, microf 1 Kminft Is suitable' as a tontil- 
butlon to national preservation and bibliographic recording. 

Roii^in^ 

Onre mlcrnfllmlng haa been choaen aa the moat appropriate preservation tech- 
nique, the volume la prepared for the filming by the Conser vac i on Si.iff. All 
pages are checked to Insure r j«pl*teness. If any are missing thry are ohtaim-d 
aa a copy from another source and included ma a substitute. If missing text is 
not available* a note to th*£ affect la included in the appropriate plat?. 

The material ia aent tt tht outaide firm which makes all Stanford Library 
microfilms st the present. Thtv follow ANSI standard* as well ma Library of 
Congress standards. The film fs inspected for density, clmrity and error before 
it la returned to Stanford. Fllaui are atored In acid-free V»*es and marked with 
appropriate bibliographic information if available. When the film ia returned 
to the library, it ia checked in by Conaervatlon staff who then route It. 

Preservation masters sre sent first along with the use copy to Technical 
Services according to the rou.ing instructions in the Policy and Procedure 
Mutual. The catalog department prepares b ibl iographlc recoids for fnrm.it 
Lh.mgra and/or catalogs the uncat.iloged material. They submit the Informal ler 
to the NRMM. Ttie pecser vat Ion masters are then sent to Administrative Services 
who stfsign s control nusiher, maintain in inventory file, send to tuutrollti! 
storage and handle requests for copies or for a second generation master. Ihe 
use copy of the mil* rofilm is sent to the Current Periodicals and Hi r rot est 
division. The otlglnsl material is held by the Conservation Of fin* until the 
*Urof liming has been completed. Then the original Is dlsc^idcd and st-nt to 
(lift and Fxchange if possible. In some limited circumstances the original m.iy 
bo saved and »ent to Area P in tht Locked Stacks. Coiiset vi t lull handles L;Huel/ 
1 1 ans i r 1 proL cduri'S . 

All copyright restrictions are observed. 
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Preservation of the Collections 



1.0 HiRTOSL AID SCOH 

l t l ft* purpose of this tk*orendum is to provide specific guidance 

on policies, responsibilities, and procedures for the preservation 

of all collections, 

1,2 Ihe •petrifications given reoorniie preservation efforts adopted in 
recent times because of increasing deterioration **j technological 
change. 



2.0 POLICY 

2.1 Ihie Niivcr^ncXj* iu to be cms ids red as only interim in nature in 
view of the Library's plans end future cooperative* activities in 
the area of preservation* 

2.2 Ttie Heeearch Libraries shall consider and, whenever and wtierever 
practicable, cooperate with collection preservation policies and 
practices reoosmmded by national organ ixet ions or in force in 
other institutions. 

2.3 All activities involving preservation of the collections shall be 
conducted in such a way as not to impede policies and procedures 
designed as a result of studies end surveys to be conducted in- 
dependently In the future. 

2.4 Tt* search Libraries shall have ultimate control over all folicies 
involvinf pre serve t ion of the collections. 

2.5 "Hie re shell tie a Collections Preservation Coordinator, report i ■* *o 
the Oief of Preparation Services, whose prime function shall h* co 
integrate ell current programs and to act as liaison between ae:»i&viteri 
stuff meeker* Involved in preservation problems. 

7.6 11k? rofPir»ittt»e m Preservation of Tlw Hp search Libraries Mviqorv 
(/HSH'iJ shall be responsible for reoomendine, collect ims preservat inn 
policy and proce<*jres, 

/.7 Wl r po*Jsibl<:, preservation prooftftireij un sfvctffc iUmk, sh.ill 
U* instituted aixl ^MTvl^ted In* fort? catslnftinr by th»» Prefiar.it ion 



copv 



raSsas SrHwa? 's^--JS.t ta 
i. n« mum. i.lss.rsi'Si " "* 

J.10 In recognition of tiw guest wltM of sprint publi^iino *a an 

3.o RLSPortsiDmncs «© pkxxeuws 

arpnopri.t. oDlUetiam pressrvstia, Mtters for that Division 
^■P««ibiliti B . of such stsff m^, ra «i«n bTto, " 

C * S??^^ th JU bi * Ct f^* 11 "' within tl« liuvnv mil tfMf 
Collsctions Prewrvjtion Coordinator when n*wi<Mrv. 

?.l 1 the Coli.ctio.is IWrwtion (WiiiMtir w«,n will 
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Uities of the Collections Preservation 0-^rdin*tor: 

*• HAview all eaterial designated tor preservation and wfcm advisable 
suggest altamativAi mm of reproduction or possible replacement. 

b. Cooperate with end Adviw All fetcATCh Utwiii staff eeisberi 
concerned with the preservation progress* 

c. Acoapt froii divisions] representatives All eaterial suUaittad 
for sdorcreprodbction* 

d. Oisult with ths A$propriatA divisiani when questions arise 
involving mi arc form processing of material printed in charted* r* 
of non-fta*An alphabAUr 

e. Let ermine thA Acheduling And work flow of It am for preservation 
from divisions to tht rnotogrephic Service in consultation with 
that Service &It«r giving due cone ids ration to factors such as 
Available personnel And finds* 

f# rtaintein statistics of all sertArial en hand AMAiting filming And 
otter rA predict ion in thA Photographic Sarivca And of mite rial 
rutur"*! from the Flwtogrwphic Service. (Statistics shall bA 
forwarded to Chief 9 Preparation ScrviOAe on a Monthly basis J 

g. Have aiAtody of filled mats rial Awaiting cataloging, 

h. fULntein liaison with reprint houaas and have general responoibility 
for the lending of net a rials for reprinting* Division chiefs shall 
ht consulted before landing Agreement if made, and consulted again 
concerning thA disposition of originals. 

i . Maintain a Kicrooopy Information Oenter of date on developments in 
tiie area of sucroforme end on the Availability of library materials 
in micro fore* Inquiries from other institutions with respect to 
development* in the Library a hall also be referred to this Center, 

j, Mtintein a Reprint Information Center to provide informUion for 
the guidance of division chiefs wish* \g to acquire replacements in 
ruprint form. 

k. fuintain a file of information related to tie preservation of the 
collect ions* 

1 , Apprise the Advisory Council's Ccrwnittee on Preservation of 

pertinent research and development with respect to pnciiervat inn, 

si, Serve esc-officio as a member of thA Committee on I Reservation, 
He 30 arch Libraries Advisory Council* 




STATE UNIVERSITY OF NEW YORK Ai ALBANY: selected pages 



TO; 



Conservation Task Force 



FROM: 



Barbara Via 



DATE: 



Hay 18 f 1981 



SUBJECT; Staff education end trrinins - rccoT.m?ndat ions 

The Task Force has concluded after nuch research and discussion that 
educating the staff in proper handling of library materials and conservation 
avarenecs is one of the prinary facets of a conservation program for the 
University Libraries. Several acpecua of a staff education program have been 
identified and are set out here: 

I. Personnel. 



If staff awareness of library preservation is to work and 
be an ongoing part of the Conservation program* there will 
need to be established a permanent committee or interest 
group in this area. Persons serving on this connittee should 
have an interest in, and knowledge of, conservation issues. 
Logically, certain positions on the library staff lend 
themselves to membership on such a committee. It is recommended 
that the Special Collections Librarian and/or, the Archivist, 
the Head of Non-Print Services, the Stack Maintenance Supervisor, 
and the Head of Physical Processing vjuld be good candidates to 
serve on such a committee. This committee would report to 
the Assistant director for Operational Planning and Support and 
would be responsible for implementing the staff awareness 
program, suggesting improvements, and assuring that the 
staff education program remains a viable effort . 



a) Attitudes of the staff toward the libraries and their 
collections should be addressed. A staff which shows concern 
for the physical survival of the libraries 1 materials is 
likely to encourage the patrons to do likewise. 

b) Basic structure of the books. Emphasis on their fragil, 
construction* See Attachment 1. 

c) Proper shelving techniques including special handling of 
oversized materials. How to shelve books in the stacks, hou 
to place bcohs 6n trucks to minimize damage. How to remove a 
book from a tightly packed shelf etc. See Attachment 2 and 3. 

d) Photocopying techniques. Ilow to position library materials 
for photocopy so as to minimize damage to spines. 



II. Elements of the Program 
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c) Non-print materials. Their special needs. Ways in 
which staff unintentionally damage these materials. 



III. Methodology 

a) First step vould bo a crash pro^rc^ to alert all staff 
members that the library is embarking on n conservation program. 
A panel discussion could be held, a slide-tape program on 
preservation could be shotrn to all nt^ff f a library czihibit 
could be set up, a staff bulletin could be initiated, or a 
combination of all these things. 

b) Consideration should Lc givun to developing an in-housc 
slide-tape program dealing with the conservation problems rad 
solutions in our libraries. Such a program would include 
proper materials handling. Several pro^r^ms exist which have 
been developed by other research libraries such as Vale and IJev 
York University Law School. Tnese programs should be previewed 
(and possibly purchased) for ideas. See attachment 4. 

c) A xal,? slide tape progran t geared towards our student help 
should be prepared. This program would not be as detailed as 
the one for the whole staff and would emphasize shelving 
techniques. 

d) Staff Information bulletin* A bulletin designed to increase 
avarcness of the library's conservation problems and the steps 
it is taking to solve those problems could be emphasized. The 
bulletin rhould have an up-beat style and suggest v;ays that 
staff could help the lihrary f s conservation efforts. 

e) The staff education comittee should contact the committee on 
programs and set up a program dealing with some aspect of 
conservation at least once per year. 

f) An in-house manual should be prepared detailing the 
specific steps to be taken in handling various conservation 
issues. One person should have clear responsibility for 
maintaining the currency of this manual ♦ 

g) The staff traing committee should work closely with the 
heads of the various units of the library to make certain that 
library workers are trained to be aware of conservation and 
proper handling techniques. 

h) A library exhibit should be set up on the structure and proper 
handling of both books and non-print materials. This would be 
educational for both staff and patrons. 

IV. People Resources 

The following people are willing to give advice, and have 
e:;perience with staff trairf£ in conservation/preservations. 
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Mil UNIVERSITY 



INTRODUCTION TO FFFSFRVATIO:: WORKSHOP 

I. Introduction 

A. Purpose and organization of Preservation Department 
1. Interrelationship of 3 divisions 

B. Teaching function of Preservation Department 

1. Instruction in any phase of expertise and responsibility 

2. Consultation available to other depts., special collections f S&Ds ,ete 

3. Other workshops given 
U. Central supply 

II* Care and handling of books 

A. Physical structure of books 

1. Why important to understand 

2, Demonstration of stages of book construction 

B. Various ways a book is used and handled in YUL, what happens at each 
point of use, what stresses put on volume at each point 

1. Acquisitions 

2. Processing 

3. Shelving 
U. Browsing 

5* Charging out at circulation desk 
6. C & H by user after taken out 
7* Book return and book drops 
8. Reshelving 
9 • Shipping 

C. Education of staff 

1 . Demonst rat i ons 

a* Various problems resulting from poor C&F habits 

b. Proper shelving techniques 

c. Formats might encounter in library, and how to handle each 

2. Slide show (to be shown) 
D* Education of users 

1. Slide show for freshnen (not shown) 

2. Example set by staff 

3. Handouts 

h 0 Instruction signs 

III, Keeping abreast of new developments in Preservation field 

A. flouting list of preservation literature 

B. Short reading list available 

C. Regular, though infrequent, updates 

IV. Qestions and answers 
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YALE UNIVERSITY 



Orientation Programs in Preservation at Yale 

On an annual basis, we present a Preservation 
Orientation Program for all new staff (we had 
a drive several years back to reach all present 
staff, and Circulation staff in particular). 
This program consists of the Head of Preservation 
(or her designee) presenting a 10 minute intro- 
duction on the Preservation field in general and 
our effort, at Yale. The Head of the Conservation 
Division then speaks for 10 minutes on that 
Division, its work, and the general theory of 
Conservation. The Reference Librarian in 
charge of the Microtext Reading Room then gives 
a short presentation on handling microforms. 
Our 28-minute slide show on the Care and Handling 
of Library Materials" is then presented, after 
which all attendees are taken on tours of the 
Preservation and Conservation divisions. 

We also present an annual Commercial Binding 
workshop to those staff members throughout 
the system who are responsible for "involved 
in the preparation of materials for the Library 
Binder. 

We have presented over 20 disaster work- 
shops (in 1983) to every library unit. 

We also have a brief (5+ minute) sliderape 
show for incoming students and have had modest 
success at showing it during the student orien- 
tation period for the last several years. The 
1- page, folded handout included in this packet 
is also handed out at that time. 
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STAFF ORIENTATION 



UNIVERSITY OF CONNECTICUT 



PRESERVATION ORIENTATION FOR LIBRARY ST AFT 
- University of Connecticut - 



Audience: All new full-time end pert-time staff members. 
Frequency: Two presentation (in the ease week) each semester. 
Length of presentation: Two hours. 
Content: 

X. Introduction. 

A. Relationship of the preservation unit to sys tea-wide organizational 

structure. 

B. Function of the preservation unit; its internal organization* 

C. Objectives of the orientation program. 

II- The Care and Handling of Books , a elide/tape shov produced at the 

Yale University Library. [Suggest to audience that they look for 
relevant information regarding care of both library and personal 
collections. J 

III. Discusfiion and demonstration that highlights end emphasizes important 
points made in the slide/tape show. 
A. Relationship of environmental factors (temperature, relative 

humidity, light) to longevity of library materials. Climate 
control within the University of Connecticut library system: 
problems and solutions* 
B» Relet ionship of modem boo tana king technology to the need for proper 
care and handling of library materials. 

1. Paper: the decline in quality over four centuries. [Show 

pre-19th century imprint, brittle volumes published in I860, 
1880, 1900, 1920, 1940.] 

2. Case bindings: how they differ from earlier bindings, where 

and why they ere weak, how this relates to shelving practices. 
C* Recognition of materials that should be sent to Preservation. [Show 
difference between structural and cosmetic damage; what mold and 
mildew look like and how to handle infected materials when routing 
to Preservation. ] 

D. Handling techniques: Shelving and removal from shelf [show book with 

ruined headcap, and how that happens] . Tying books with cotton 
string and securing microfilm with acid-free paper strips [show 
what elastic hands do to books and film]. Writing message! on flags 
rather than clipping them to book pages [show what metal and plastic 
paper clips do to paper]. Handling microfilm. Photocopying 
[show oversewn book with inadequate inner margin, and text block 
cracked in pieces— explain that some materials can * t be success* 
fully copied; demonstrate how a right-angle copitr is used and 
note their locations in library buildings]. 

IV. Treatment options. 

A. Need for remedial treatment. [Show kinds of damage that are most 

prevalent in the library system; wear and tear, mutilation, 
inappropriate repairs*] 

B. In-house options. [Show examples of a variety of treatments — 

simple to complex.] 

C. Commercial binding. [Show examples of the variety of styles 

available; describe the nature of the decisions that are made 
in-house, and the discriminating way in which binding services are 
used. 

D* New technology: the pending impact of increased use of alkaline 

paper (mention the upcoming ANSI Standard for Permanent Paper for 
Printed Library Materials), mass deacidif ication facilities, 
optical disk technologies. 

V* Conclusion: the University Library's preservation program — how it 
will grow and change. 
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Southern }\Unot% 
Univerttty it Carhnndaie 
Cetboodele. Ilhnoa 62901 

Mpm. Ufefttf* 

October 13, 1982 



Southern Illinois 
University it Cirbondale 
Carbondale, illinoU 62001 

MwtW Libf* ry 



TO: 



Karen Ashby, Adeiniotra t ive Services 

Saundra Benjasln, Educat ion/Paychology 

Jerry Caeaidy, Catalog 

Darlent Cawthon, Serials 

Jis Chervinko, LCS Project 

Linda Davis, Circulation 

Sue Dotson, U. S. Grant 

Nancy FlSgor, Undergraduate Library 

Caatille Hedden, Library Services 



..4. 



John Kelffer, Library Servicea 

Sharon Kowalrik, Order 

Lily Lee, Science 

Betsy Leenig, Interlibrary Loan 

Catherine Martinaek, Social Studies 

Sidney Matthews, Library Servicea 

Carole Falser, Husanitiee 

Lillian Peterson, Sp« la] Collections 

Reftins Shelton, Undergraduate fteaerves 



Parrell L. Jenkins, Director of Library Servicea 
/observation in Morris Library" Video Taps 



TO: Carole Palmer 
Nancy f \ igor 
fcarla Owens 
Betsy Leenig 
Regina Shelton 
Catherine Hart1n;;ek 
Uihy Cook 
Lilly Lee 



Novemberl4, 1981 



f ROM; 



Carolyn Morrow, ConservatlonLibrarian flt**^ 



Su8J£CT : Conservation videotape 



a f ifteen-einute video tape — written and produced by the Conaervatlon and Bindery 
Action of Serials Department (prisarily Debby WSUttt)-- haa been jospleted and waa 
shown at the October 11 seeling or the Adslniatrati v* Council. The Tils la designed to 
s^rve a* a teaching/instructionsl aid for student workers in Library Affslrs, 

The video tape will be shown in ths near future to Student Worker Superviaors in 
Library AffsJra, followed by a discussion of the usa of ths video taps. My thinking 
would be to have separate Meetings for the atudent workers in esch departsent or 
division and have each setting conducted by the respective Student Worker Supervisor. 
The video tape can be shown end dlscusaed ss ons part of esch seeting. Student Worker 
fupervinors could certainly discuss other ssttcrs as well. Since the conservation of 
our materials Is a very important sstter and included in the Conservation Policy 
statement adopted by Library affairs, attendance by student workers will be required. 
More th»n one meeting in each departsent/dl vision say ba needed. Also, the video tape 
will eventually be placed in the Self -Xnatruction Center for individual viewing. 



to 



?ou will be reviving sore specifics shortly, 
' act Carolyn Morrow, Debby Willett or sc. 



If you have any questions, feel free 



Thank you tn advance for your involvesent in this activity and your on-going 
''.-pi* it merit to the maintenance and service of our valuable collections, four 
contribution is of vital Importance. 

cc: Department /p| vision Meads 

Library affairs fiscal Officers 
Carolyn Morrow 
Kenreth 0, feterson 
t-i-bby WjDett 



Enclosed you will find a l^t (hopefully complete) of those students from 
your departnent/di vision who attended the viewing of the conservation 
videotape on November 9-11. There could be oral sions--s tudents were 
(rarely asked to sign up as they came in. 

The videotape will be on reserve in the 18$ Self Instruction Lab under 
the title "Conservation in Morris Library" for those students who did not 
attend one of the scheduled viewing*. 

Oh, 47 new people in all attended. And we're preparing/expecting to see 
nvre items up for repiir as « result. 
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BIIGHAM YOUNG UNIVERSITY 



OUTLINE FOR TALKS TO LIBRARY STAFF 

Preservation and conservation 
Public health vs. medicine 

Librarians and archivists have to play the role of the public health officer 
There is room for everyone 

You have to know something about the problem and solutions 
Problem 

Poor materials, air pollution ft central heating, more use 

Democratic society results in greatly increased use, access and display 

Technology results in greater range of materials to care for 

Greater literacy means that books ft records are cheap G common j result, contempt 
We have the old disasters {fire, flood, war) plus new ones (pipes, constructs) 

Solutions 

Many things to do to extend the life of the materials, more or less by vc.lue 
Encourage the use of pe.rmane.nj materials 

Slow down the rate of /deterioration by controlling temperature ft humidity, 
removing pollutants from the air, storing material in safe containers 
(permanent, stable materials). 

Slow down the rate of physical deterioration by repairing early, protecting 
vulnerable material in boxes and restricting access, improving shelving 
and handling practices among users and staff; for very valuable materials, 
full conservation is called for; for circulating materials, library binding. 

Reduce the damage caused by outside agents: insects, humidity ft mold, insects 

Reduce the likelihood of damage from disasters, and salvage promptly and 
sy st emati cal ly . 

When necessary, replace the book with a microcopy or a photocopy. 
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fAM* I OR fill UBRARY'S C0LIH110NS: A RULE FOR LVERYDNF 



. H.uuilc book y with clean hands. Fingerprints are often indelible. 

. handle microfilm by the edgps, as you would a photograph. Smudges 
and matches obliterate images, destroying information- Phono- 
graph records should also be handled by the edges. Fingerprints 
can cause chc-minil conges in plastics, altering the surface of 
disks and the sound >.hey produce, 

♦ linn* I att.ich metal paper clips to book pages for any reason* They 
crimp and trnr paper, and leave rust stains. Plastic clips are 
lens damaging but should be used with discretion. 

. frorcminq instructions should not be written on library materials 
(<>t fMtts of library materials, e.g., errata sheets). These mark- 
ings are a defacement and should be jotted on scrap paper instead — 
Hiutr? are less likely to get lost than small slips. 

. Avoir) nil rig elastic bands to hold together damaged books or piles 
r»f material. Hands can dent covers and cause paper to tear and 
crumble. An they deteriorate, they give off damaging sulfur 
r-fftiiMtinri'! , Use cotton string instead. 

Mtke «;uic lh.it hooks ii your work area and in the stacks are shelved 
upHtjht. leaning causes bookbindings to break down quickly. 

, f»o(ikn loo tall to shelve upright uhould be shelved spine down-- 
Mot nn their fore- edges. Fore edge shelving is extremely wearing 
ft h»»okbi nUner; because it stresses their weakest part--thc hinge* 

. A hem* d.irn.ig i ng way to remove a book from the shelf is by placing 
nn i ode* finr-er firmly on the head of the text block and tipping 
it out. YanMng at the top of the binding eventually ruins the 
•;pine cove i ■ ng- -clot h and paper tear, leather breaks. 

. h'm't turn down the corners of pages to mark your place. The creases 
will be permanent , and if the paper ib brittle the cornet will 
)»f «^ ,iw<iy with one fold, laying a book face down weakens the 
bin-ling iitt«1 cm s;c> i 1 page*;. The host w.iy to mark your place is with 
.* 'lip '*f p.ipei - not with a pencil or other bulky object which 
distorts t ho bi nd i rig . 

. When photocopying books, take care not to wrinkle or crumple pages, 
if n hook i bound so that it resists being pressed flat, don't 
i"t<-o it ■■ settle for a less titan pes feet imago of the page you* re 
ropy i n<| . 



III! II'JIVIKUIY f )1 ttiUUU 1f< tU IIMKlNt SIOKKS 
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• Don't eat or drink while reading library materials, or in an area 
where crumbs and spills might damage them. food attracts paper- 
eating insects, and spills cause permanent stains. 

. Be alert for signs of mold and mildew. When you discover moldy 
material, put it in a plastic bag, immediately wash your hands, 
and bring the problem to the attention of the Preservation officer. 

. Bring damaged materials to the attention of the Circulation Depart- 
ment, where they will be charged out to "Conscrvat ion" and sent to 
the conservation work area. Minor repair problems can become 
major ones if they are neglected too long. And do leave this work 
for the conservation staff. Pubber cement, white - glue, and pressure 
sensitive tapes have poor aging properties and damage p«per and 
bindings. They should not be used on research materials. 




And f inally-don' t read while swimming. 



Preservation Office 
October 198 2 
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ARK AND HANDLING OK UURARY MATERIALS 



- f*<fviin a hit* fmm its shelf by pulling at the top of the spine often will 
cause spine to tear. A batter way is to j>ush the volunes on either side 
U*k just far <>rv**fh to graisp the one you need in the RiAile of its spine. 

v*kii nvhelvir*;, he sine that books an? properly sqfxjrtod so that they stand 
«s.»rtr|ht. Alliiwirvj honks to sKnp on shelves can weaken their hinges and cause 
tl**i U) ifrtm* dislnrtixJ. Forcing hoks onto tightly packed shelves can easily 
< <ut.se iLto»*jq. Take the time to adjust bookend* or shift rater la Is as noeued* 

A" -Id sJ^lvinq brxiks on their fore-edges. Hie force of gravity eventually can 
l<***n a U** at iu hinrrs. IfcMvy text a can be pulled ri^it out of their covers, 

Ifaffcrmta c.si Ijt* very ckrstructive. Avoid those with sharp edges. They can knife 
into wtinklo or cut pofvr. and tear cover materials. Those with flanged 

nWrs are preferrc*!. H*y should be at least one inch taller than half the 
IwMijht of mat tnoks on the shelf. Without such surfort, taller books will tend 
*«» Jem ovr»r and can h«w wnrpod. feisty bnokrnds can stain and damage book 
r*>vi*r»i replace or rrixiint thorn wherever possible. 

Vnhitw-q Ux> tiili for normal shelving should ho laid flat if the shelves are wide 
rs»*»jh to msjrirt thrm. If the shelves are too narrow, separate folio shelving 
••.)*«mM U» |iM«vi«w K i. Wd ntjre than three or four oversize vol ires should be stacked 
<«t hj> of art it her. If folio cases or flat shelving are not available options, 
nJiHvm Inn*.' tionka spine cVvn and usq acid-free streamers to indicate their call 

f»* nut f^tnli b***s \y *jainst tlto Uaic wall of the shelf. Ttiis can cause their 
tn U» abratk*! and lack of air circulation can encourage mildew in 
In it httuid weather. 

- billed txx*tnirks invite disaster. Never pile books on a trp of a full truck. 
Mtfco fnue tliat any lxx>ks in transit are secure; if a truck is not full, use 
Murdy hvikoitrlB to pruv*™t the books fro* falling off. All but oversized volurcs 
•••Imib! N* f»!ao**1 upright on bonktruck shelves. Folios should lie flat and care 
I;?**** 1 i U; taken to avoid hinging trie edges and corners of large volunvs against 
e1<»v.itnf <k*»rs and aisle shelving. 



- - Ht *\t%*iyU*\ is ene of tfr» prinury causes of d*Trv*jo to library materials. Because 
of tin* (jie.it stress phntficcf tying places on bindings, books shouH be copied only 
wt*n .fh«vftutc1y necessary. H**y stmuld be petitioned on the machine so that only 
in*- jkvK % ^t a tim? is on Hie exposure wirface. Avoid pressing doun en the spine. 
f*»*s with naivw inner margins or brittle paper should be referred to Library. 
H» ft {* lupin %it hn SJcrvicc, ftrxja 2 liatcbor. 
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{STAIRS 



Socks with torn spines, broken sewing, loose pages, or weak hinges should be 
referred to tha Book Repair Unit. Tape should never be used to repair torn 



Minor page repairs on books that have little physical value should b? done only 
with special document repair tape. It can be ordered from the Distribution snd 
Supply Unit. 

for attaching bookplates, pockets, ox data-due slips, use only adhesives recent- 
n*mded the Conservation Uiit. 



process ac 



Avoid using metal paper clips and rubber bands on booki. The slurp metal edqes 
can tear and crinp paper and leave rusty stains, fefafcer bands can emit sulphur 
coTt*3unris which causa paper to deteriorate) ; they can be especially damaging to 
paper that is already brittle. Plastic paper cli{* and cotton string ties are 
available from the Distribution and Supply Unit. 



new books carefully} forcing the cows hack can break a book's spine 
especially if the volums is ti^ttly bound* 

Minimi xe the mntjcr of item inserted in new books during processing. Ihick 
packets of catalog cards and order foons.can weaken the binding. 

Avoid leaving stacks of books piled on desks, tables, snd floors. In cm***! 
vork areas* they are easily tipped ovmr. 



- Try to avoid shelving books in areas exposed to direct sunlight. UV rays can 
accelerate the chemical deterioration of paper and fade cloth covers. Wiere 
possible, keep shades and curtains closed and turn lights out in little used 
areas. 



Do not shelve library materials near or on radiators. Avoid housing than in 
close proximity to light fixtures or fire sprinklers. 

Good housekeeping is important. Dust and dirt can stain books and hasten chem- 
ical deterioration, pillage from food and drink disfigures nviterials and can 
•ricoura^ insect and rodent infestations that ara often difficult to eradicate. 

I>rotect the collection from rain and snow; keep s supply of plastic tote bags 
on hand for use at circulation desks during had weather. Bags are available 
from the Circulation Department, 104 Hatcher. 



ANMWBLE 33 I 



CLL sr un ' ,ars " y preservation 



Microform* have their owe specific resulrasanta for proper handlist «ad storage, Seitguarde agalnet 
a t th a n dl l ag will prevent uo&ieuitf? wear aad tor. Microform* arc easily ecretched and torn If not handled 
correctly. Because of the heavy uee of aicrofora service copies la libraries, the aora rigoroue archival 
etaadarda aetebllsbed for the storage of tester aegatlvee ara iaprsctical. However, itaca repair and 
replscaaeat of say library asterisks ara both costly asd tlae consuaing, all afforta at proper cara and 
haadling will help to otend the useful Ufa of elcroforae. Supplies aeaticned below ara available froa cha 
CUL Supply ftooa or the leinrograpav Laboratory. 



Clean, welX-eeinteiasd raadlag equipment can preveat daaaga to fila. Duac and dirt 00 glaaa flata scratch 
a&d abrada the eauiaion obliterating the laaga. claaa equipment ragularly and keep laaa housing 
covarad when aot ia uee. 

Handle aicrofila only by cha ad$os or by tha laadar; aad ficfaa by tha haadar. Fingerprints leave oila a&d 
acid on tha surface which blurs tha laaga aad accracta duat aad dirt. 

When working with a iarga qusetity of sdcrt>£Ua or fiche, uaa white cotton gloves to avoid fingarpriata or 
scratching. 

Taara that ara spotted should b« repaired before tha fila goaa to tha a half . further daaaga can occur when 
torn fila is uaad oa a reader. Tora ilia caa be repaired by tha Reprography Laboratory atmff using 
splicing aqulpaeat. Pressure sensitive tape should oavar be used to repair taara. Fila with extensive 
daaaga (where teat 1* iuat) aay need to be rap Laced. 

loll fila should have adequate leader aad trailer for aaaier hsadlirg. Uiars will be able to load raadlag 
equipramt aora aaaily pravaating daaaga froa fiagerpriata. Laadar aad trailer caa be gpliced to fila 
by the Reprography staff. 

Micro fila^thould be stor** ua plastic raala v ia doaad boxes. Metal reels with sharp ad gas should ba 
replaced with plaetic; daaeg ad or wore bo*ee should be replaced to keep out duat and dirt that caa 
scratch fila* 

Remove all rubberbeade oa aicrofila reels. Sulfur la rubberbaada causes chemical reectione that daaaga 
fila; and even suliur^f rec oaee 



Full raele of aicrofila will stay neatly wound by themselves; shorter cities that taad to uawiad should be 
aacured with paper wrap-arounds. 

Rewind aicrofila reels finely but aot too tightly. Too tight caa cause buckling or a .acchiag aad fila caa 
a tick together wham taaperatura aad humidity ara high. 



Microfiche are beat stored ia individual paper envelopes. Thia provides protection froa duat t dirt, aad 

abraeioa. filing without eavelopee ia aot heraful if taaperatura huaidity era kept low to preveat 
their sticking together. t 




All elcroforae beiag addad to the collection should be visually iaapacced for completeness, overall 
appearance, sad readability,. Save of the probleaa to watch out for axe: 

* blurry laaga 

- deep scratching 

* too light or too dark 

- earthing toat cauaea tha iaaee to be illegible 

* elseing or out of order pages, issues, ate. 

Tha Reprography staff is available to help coafira these probieae. 

Microforms with p rob laaa of laaga quality as well as aay bibliographic enomallee should be brought to 
the attsntloo of tha Acquiaitioas Department. Unacceptable aicroforas should be returned for refund or 
rtplaceaeat. Micropubliahara that show repeated problem* should ba identified so they ess ba avoided ia 
cha future. „ 
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"Conservation In Morris Library" 
Handout 



TERMINOLOGY 

^'deterioration: deterioration of a material such as leather na Der etr 
fro- the degraaatlve effects of adds which are pre sent SIT to manu- 
facturing process and the absorption of air pollutants. 

archival: or archival quality; considered safe for use on Materials of 
permanent re.earth value. " wn,l! 0T 

backbone' the tack of the book block or the ed 9 e which 1s bound. 

tooMHoo: . group of bound pages or the book before It receives , covor. 

-WUi^Al^ '? * h,cn , the P'Pf has become embrittled or fragile due 

"ssre. irscss SMaasrsr: :;: P re c:i?ei k c. b ^-; fl nd a 

s.ng.e unit and the leather I, g,„ed directly MtSTSSS of 'the book) 

fore^dae: the front edges of a book, opposite the backbone and spine. 

1.nter1_eav,1na £aoer: a thin, smooth, acid-neutral paper placed In a book as 
a barrier aga.nst the effects of acid from an adjacent Item. 

phase be: a protective enclosure made from heavy-duty orev board whlrh 
-es at the fore-ed,e by wrapping string around a button TypkaHy 

warrant £tir " nn0t be rep ' ,red " "not' 

rar S!ei;°in ^i'pKection 6 enC, " Ure f ° r tM " °' "'""^ 

il-cfct.^e element: a general term for any container which enclcses and 
S ,:: 1 ;'; J vulnerable tern; it must always be custom-made so that 
the item is held snugly Inside without movement. 

re»er<tMr- a principle of sound conservation treatment whercbv wndtevrr is 
to mnc* " e una0n ° r the lrfatr * nl reve ' se <" •"«»•« 525. 

<«l.,n-jer *?y a more elaborate type of protective encasement; a cloth-, nvered 
. mi...., ,1 f,n> with t printed <pini'. f0 ' 
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Prefer v.il Inn Guide linv* for Service Microforms 3.1-3.9 

Pf v.ii f j»n Guide I lues for Transpor I ing 

l.ibi.tfy H.iu*ri*l» (Under Deve luprtent) 

Prrnerv.it Ion Guidelines for In House Exhibit inns of Library 

M.itrri.jls 5 . 1 - . 16 



INTRODUCTION 



Much of the work of presrrvstlon lies in properly caring for library mate- 
rials «s they are received, processed and maintained within the library. 
Staff education and training, therefore, are viewed aa a vital component of 
the General Libraries preservation program. In developing this aspect of the 
program the need for s set of staff preservation guidelines) relating to spe- 
cific library functions was early recognised* The present document Is Inten- 
ded to fill this need. 

In nt'mT.tl tera* the guidelines contain Information on how to prevent unnec- 
essary ilrtMj.tgc or deterioration of library materials In particular work «re«s« 
The caphasls In presentation Is on simple language, practical 1 t lust r at tons 
and a format which facilitates use sS an initial training tool and subsequent 
reference for continually changing personnel. Ths materials complement rather 
than displace? existing library orientation programs or training guides. 

This Inoseleaf manual Is a collection of Independent modules, each address- 
ing staff preservation guidelines for a particular library function* There 
Is some repetition of tsxt and illustrations between modules, when the fnfor- 
action Is applicable to more than one function. The complete collect inn of 
noiluics is being distributed only to department heads, since they are charged 
wfth ensuring that each employee receives a copy of the appropriate modiile(s). 
Observance of this reponslbl llty is essential to the General Libraries pres- 
ervation program; success of the program will depend upun the sustained ef- 
forts of the entire staff. 
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fKKsruvATiom ouidkmnks for 

CIRCULATION AND STACK HAl NTLNAWO, KKKSOKNtL 



This «.«n<i*t It Intended Co help circulation and stack switntensnce staff 
protrct the library Materials they handle. The baale preservation rules 
contained here, If followed, will not only keep vulnerable Materials avail- 
able for current use, but alio preserve the* for use in the future. 



THL Cf KUJUrtON AKKA 
I • tlookdror s 

White honkdrops provide service *hen the library 

Is closed nr during pr.ik uae tlsws, they are oajor 

source* of djua-ige to books. Circulation staff cam frequency 

utreept to aintelie this daaiage by evptylnf the 

bins or fonsi aa often 'a possible). If a bin Is 

employed, it should be carefully positioned beta* 

Che botikrop In order to avoid daaate to book a • 

Cire should be given to proper rewnvel of books 

from bins. Hen* 1 y lift a few volumes at a time, rrstoval of 

providing adequate support underneath. fio not books 
MM by be ad raps or hoards or tons Cheat ( n piles 
either In the bin or on a book truck. 



2. Char&o/nl schst&c 

When charging or discharging a book, check to In* 
«nre chat the date dtte slip fa on the text-aide 
UltfM) of the front end sheet . If the date due 
slip has been placed on the Inalde front board 
of thr book, relocate It if possible to the cor- 
rert position* 



date due 



•JLLe 




HOT 




Definition* for terats bold-faced In the text can be 
found in the GLOSSARY At the end of this manual. 
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PARTS OF A BOOK 



TEXToLOC* 



KEAUCAr* 



SPINE 



BOARD 
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P*|ie I.I 



!f that Is not pnmlMf, hold the book on It* amine 
with the testbloek vertical and from board fiat on 
the desk when stamping. 




In the cine dI item* In U<ed-on or fined -on pamphlet 
binding, tht- date due slip may b« placed On the ln- 
sloV bark cover. 

If thf front endshcet contains decoration, ««p», 11- 
Intention, or special bookplates, the date dur slip 
Nhfiitld t>«» pot on t hr first blank sheet after the front 
endaheet „ on the text side. 

When fcrrn It 1 1 1 ng or desrns 1 1 1 r I ng hooka, handle each 
Individually n»d carefully to avoid tin? wear and tear 
resulting from rough quick handling, 

Remove papers and bookmarks Inadvertently left In books, 

1. PU< caent of Secur I ty St rlpi 

Generally, security trrlp* should be placrd In the hollow 
of the book spine with care taken ro lnaure Chat they are 




Insert 1 njfl 
■trips 



nof jammed between the sewing and the auper. If the hook 
ha* a tight hack, 1* paper hound, or is In a paaphlet hinder, 
a !v> way adhesive atrip should be used. If the volume haa 
potential value as an artifact, the appropriate bibliogra- 
pher should he consulted before a atrip Is Inserted* 



If It li necessary to use two-vsy strips, Insert them 

between pages (preferably blank pages) as close to the strip* 

Inner margin a« pnsslblt to avoid loss of teat* Two-vsy between 

adhesive strips must never be Inserted between pages pages 

where either the ttxC or an illustration Is printed 

across the margin, 

Problem books 



Some categories of problem books are easily Identified 
and Sltnuld be put aside for review by bibliographers or 
supervisor*. Damaged bonks, such as those with loose 
hinges where the test block with severe water d«a- 

age, with daaaged or loose spines or covers, and with 
loose pages are some of these obvious categorlea, 

Refer collections of loose plates, inadequately secured, 
to a bibliographer or supervisor who will decide what to 
do with thea. 



dajwaj^ed 
hooks 



loose 
materials 



Potentially rare or valuable books, especially those in 
i state of disrepair, should also be referred to a Mb- 
llographtr or supervisor. 



rare hook* 



fi. TRANSPORTATION Of gQOKS 

Handle and transport book* carefully. Improper loading and 
removal of books from book trucks is one of the most frequent 
causes of damage to library materlala and potentially the aost 
preventable if stack personnel learn proper handling and trans- 
portation techniques* 

1 . Hand- carrying 

When hand carrying books , carry eoderate , manageable hand - 
armloads* carrying 

2. Bonk trucks 



Place books on trucks In an upright position with no 
other materials stacked on top of them. If a shelf of 
a truck is only partially full, keep books vertical 
with a bookend or with a group of books laid flat to 
support the others* Do not place thea on their fore- 
edgea even for a short period of time — as for example 
when arranging them in call number order — since thla 



book posi - 
tion on 
truck 



Definition* for terms Uild-faced In the teat can be found 
hi the r;i,OSSA*Y *t the end of this manual. 



Definition for terms bold-faced In the test can be 
found in the GLOSSARY at the end of this manual. 
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C4ii r.tuae the body of a book to cume lnoac from Ita 
rnvcri. 

l.-irtfr folio -si fed volumes ahouJd be |>1 acftf flat on 
* shell . 

two other laportant point a to remember whfn loading 
.1 truck *re not t« overload it and to evenly dis- 
tribute the weight. Do not ].«* books too tightly balancing 
on the shelf. Even, balanced dl n t r t hot I on and nor- wcl&ht on 

m,<\ uircA toads make the truck easier to manage and t rucka 

prevent It from tipping over* 




firMnittnni for rem bold-fered in the trut can bn 
foiiod in the GLOSSARY at the end of this manual* 



Move book trucks carefully on and 1 off elevators, 

around corners, and in narrow passages, paying ganguverlng 
special Attention to any aatcrtsl which may be t ruck* 

protruding. Let your aupervlsor know tf an ele- 
vator Is not stopping evenly or if a truck eeeas 
wobbly or unstable. 

ftcf«r also to acctloti C. t SHELVING. 

3- Unloading book truck! 

Many of thi? above Instruction* should also be fol- 
lo.**d when unloading. Refer also to tne next 
Miction on shelving. 



SHLI.VINC 

U It es*cntlel that ataff be well Informed about proper 
book handling and placement* \rt addition to contributing 
to the conservation of library aaterlala, well-ordered 
ftarVa end proper handling techniques serve aa a positive 
rumple for library user* and foris the haala for the eifura- 
tton of uaera on preservation materials* 

1 • Position and placement of books 



flare a book on thr ahelf so that It stands verti- 
cally and upright and is gently aupported by the 
books on either aide, additional aupport being 
supplied by book end a. look a should not be shelved 
too loosely. They can be permanently bent or 
spisyed If this la done* 



proper 
l»o*lt ion of 
books 




NOT 




Jamming books too tightly on the shelf should be 
avoided. Overcrowding c *n create problems in the 
easy removal of books from shelf, linding damage 
can also result* 



pvgtcrowdjjijt . 



Drif Melons for teres bold-faced in the test can be 
found in the GLOSSARY at the end of this manual* 
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Uhiiry book erwia should be f rre of sharp or rutty 
edges. When possible, they should support over half 
of the height of the took and should hove • wide 
prof 1 le . When shelving Mar a Wok-tod be caraful 
not to accldently "knife" th« pages of the book vlth 



book -end* 




the edge uf the book-end. 
your bupervlaor* 



Report book-end problems to 



Foreedge thriving It unacceptable since It Can ciui« 
the book block to loosen fro* its c«K. If a volume i v 
too tail Co shelve vertically, it Is prefatafele to 
shelve it on its spite rather than on its fore-edge* 



f of g-edj^e 
she 1 vt n^ 
IS wrong 




if separate shelving for oversized materials exists, 
consider having the volume recstsloged for the over- 
■iced area* 

When removing a book from the shelf never pull it by 
Che top of the sets*, since this might cause heed cap 
daeage. Rather the two adjacent volume* should be 
pushed hack slightly in order to grasp the book firmly 
for removal* 

NOT 



removing a 

book 





ftef Init tons for terse Wold- farad in the text can be 
found i the GLOSSARY st the and of this manual , 



Whenever possible, avoid ahelving books on the top 
Shelf* If library space constraints require that 
the top shelves be used, always use a kick stool 
in order to avoid damage in the placement and re- 
moval of hooks* 

Ideally, «sch shelf should! remain et no mors then 
75X of cepeclty is order to provide for collection 
growth end to avoid the book damage often resulting 
from overcrowding, Routinely alert your supervisor 
to overcrowding In the stacks In order that pl«*n» 
for necessary shifting can be made* 

Overs! red volumes 

It say not be possible to stand oversized volumes 
upright or to provide separate oversircd shelving 
areas In all libraries* If this Is the cm, over- 
alSad volumes should lie flat, no more then three 
deep on the shelf, on shelves deep enough to sup- 
port them, or they should be shelved on their 
aplaee* Very large tomes, such «i those found in 
art studies, should always be shelved flat. 

When removing an oversized book from the bottom of 
a stack, the books on tap should be removed one at 
a time, and afterward put back In the s**ve sunner. 



CAKE AND HAlCTUtfAftCC IH THE STACKS 

Thla Section Is directed at unit supervisors as veil as 
stack maintenance staff* The supervisor needa to ar- 
range for necessary supplies, aervicts or usa of equip- 
ment and consult vlth bibliographers when appropriate* 
Keeping the stick areas clean and functional often In- 
volves the collaborative efforts of staff from e**ny 
areas of the library as well as custodial and mainte- 
nance staf f • 

1 . Vacuuming and justing 

Dirt and dust are very destaging to library books. 
They can abrade volumes, therefore ceusing mechan^- 
ical as well ss chsmicsl deterioration* If pos- 
sible, the atscks unit should borrow s vscuom 
cleaner with a hand-held cleaning head for peri- 
odic vacuum! ng projects* 



Definitions for terms bold-faced In the text Can 
be found in the GLOSSARY at the end of this manual. 
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use of top 
shelves 



shelving 
for col- * 
lect ion 



growth 



shel vTng ^ 
pos I t ion 



removing a 
volume 



vacuuming 
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"CARE ANN HANDLING OF LIBRARY MATERIALS* 



List of Slide* 
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ntank 

Hi it t 1* hook 

tally ptinted hook, in qood condition 
fatly hand paper mak inq process 
Hachi ne paper mak 1 nq 
Hl'ltt l<* book 
Hyqt othel moqtaph 

Window Ar and fan ftyical environmental control) 
Mould on book 
Houlrt on mirlofllm 

Sub-f^imnnt (ancient IIVAC system) 

f inhr faded bindinq 

Stack liqhts on timers 

Window with shades pulled down 

Fxhao«t fume ft 

Paniculate matter (dirt) 

Read inq ioom» hook* bo I nq ufted 

Honk ft open on tables 

Rook under Jeq of tahle 

f;ood *helvinq 

Npat nhelvinq 

Pool fthelvino 

Poot nhr 1 v i nq- 1 can i nq 

Pcimanrnt damaqe fiom leani no 

Tom ft hp I v 1 

Pi ope i Shelvinq Uftinq hook end 

Volumeft Joo tall for the fthelf 

Spine down fthelvino; 

Impiopei fotr-edqe shelvinn: 

Tail hook ptojectinq too far into aisle 

feaninq ovetsize volumes 

f.ood flat ahelvlnn for oversize 

Mat shelving for overside, not properly used 

Catty Inq too many hook* 

fmpmpeiiy loaded hook truck 

Pinpoily loaded hooktiucks 

Piopeily loaded honk t tuck, inc. flat for oversize 
Teat i no ho-adesp when temovinq hooks 
ptoppt removal of hooks ftom fthelf 
hook ft fiom shelf 
hooks ftom shelf 
hooks ft om shel f 
materials in the stacks 
Nook fall inq out of protective enclnaute 
Foieinn object* left in hooks- f lowers 
Foteiqn objects left in hooks- pea i 1 necklace 
Materials in pi oeess-napei s in and ruhhoibands on every vol, 
Papei clips left in volume 
fMmaqe f myto pa pi* i c 1 i p- i u*t| y 



Pi ope r temoval of 
Pi ope r temoval of 
P toper temoval of 
Unbound and boxed 



B 



0 

ERIC 



52 



50. Dastsqc frost \*apci cl i p-' »jat and torn paper 

51. Damiqe from paperclip- brittle paper 

52. Damaninq lubhet hands 

53. Oastane f tost rubhet hands-on brittle, unbound vol. 

54. Acid mJqrat ion 

55. Collection maintenance unit 

56. Selection officer review 

57* Shelf for sot t inn aside damaned materials 
58. Rooks helnq checked out for circulation 
59 • Rook d i op- i ns ide 

60. Sort & arranqe ares 

61. Rook t ruck 

62. Cleaning volumes 

63. Presctvation mlcrofilmlnq candidates-shelves 

64. ftamaqe to spine-joint torn 

65. Damaqe to sewinq-brokan 

66. Cover riamaqe-worn 

67 # Cover damaqe-cloth bindinq, detached 

68. Cover damaqo-det ached hoards 

69. Covet riamaoe- leather bindinq, Joint separated 

70. Texthlock sepat at ino from cover 

71. Covet damaqo-sptne 

72. Damaqinq hook tape 

75. Scotch tape on covets 

74. Maskinq tape on covers 

75. Sticky residua from hook tape 

76. Cover damaqe- pamphlet bindinq 

77. Unhound volumes in the stacks 

78. New oversewn volume-does not open flat 

79. Volume se«n thiouqh fold-opens flat 

80. Rroken sow inq 

81. Damane fro* photocopy i no 

82. Old oversewn volume-brittle paper cracks as paqes turned 
83* New adhesive bi nding-paqes loose 

84 . Torn paqe 

85. Pamaqo from hook tape used for tip- in 

86. Paper damaqe from scotch tape 

87. Brittle hook-oversi re plate torn alonq folds 

88. Brittle book- ill us and text on different paper 

89. Brittle hnok-scwlnq broken 

90. Btittlo hook-illustrated 
91 . Rt ifct le hook 

92. Sendino new hooks out for commetcial bindinq 

93. CUL bindinq slip 

94 . Volumes t ehound in-boune 

95. Work beinq done hy i n- house bindery staff 

96. Work heinq done hy in-house t«ind»ty staff 

97. Rebindlnq sequence-he f nt e 

98. * te*t block with new end sheets 

99. * after 

100. Paper t epa i t- Japanese tissue 

101 . protect ive enc 1 osut es-cofmaei cia 1 o 
102* Rt ittte newspapers 5 
Inl, ^natrhino tools fnt mf'-iofoim t^f>?a^menf S 
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104* Microfilm ciion oneiator 

105* ftrittlc book & replacement microform 

106. Book *andwitch 

107. Foofl-hoer bottle in stack* 

108. fr»r>d-hreakf a«t tptUlng on book 
109* Food-hook a* cost«t 

110. Fnod-cof fee stain 

111. Mnu** 

112. Mice Hamarje 

111. Cockroach in card catalog 

114. t ack roach damage- via* of stack area 

HS* rockioach damaqe-rfet a t 1 

lift. W,itr>t damaqe (running title "Death by Water") 

117. Water d*imane-swol len from air drying 

11B. Water dawarje-aaluanle inks 

119. Mould 

120. nooks stored on floor 

121. Hooks fitoi'^d on floor 
12?. noxes of hooks on floor 
121. Causes of water damage-* in'. 

124. " - plpea 

125. " - radiators 

126. * - open w inflow 

127* fttillftlntj under renovation 

12H« Now construct ion 
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"Conservation i n Horrls Library" 



litis 



The conservation program at Horrls Library Is one of the few 
comprehensive programs in the country. Its primary function 1s to 
i jintaln the collection 1n usable condition. The local Bindery and 
Conservation Lab share space on the seventh floor of Morris Library. 
The conservation program cannot be successful, however, without the 
telp of tr.e entire library staff. Through the efforts of all those 
hindllng library materials, unnecessary damage can be prevented. 
Seme of the obvious problems encountered in the sticks are due 
n patron abuse or ignorance and to single neglect of stack 
ruHntemnce. Conditions such as fore-edge shelving, littering, 
leaning books, and headcap damage cause unnecessary wear. 



shot of 
Conasrvaticn Lab 

psopts at 

vcrkbe^h and 
beards hear 



pan of stacks 
in disarrau 



lUVUHllm CONSERVATION PROBLEMS 
In ur^cr Ij recognize bcoks In need of repa\r and to provide 
t .p pvpT irjtntenance, one must first understand the structure of 
a t.?Kj] case-to_»ind book. A t>pical book Is made up of the book 
M v { or group of bound pages) and a protective cover. To reassemble 
a tj»k, en-'sneets made of heavy paper are first tipped onto the book 
M' vi. A v/Qven cloth cjHed Super is glued to the backbone of the 
t' ► bleu. This super, along with the endsheets, 1s used to attach 
tn* fcoo^ block to the cover, A strip of scrap paper Is then gh«ed 
to Tie backbone to help secure the super. At this point the book is 
tt uU to be cased:.*?' or reattached to Its ordinal cover. This 
JMwin.j (-.vhicn is also included in the handout) represents the same 
c *• v \":X of book sti'ULture. 

lu»n handling looks, one should be aware of the cenerjl condition 
f" v.»l If t'e book block is Sagging or pullina away from its 

<.'..", v f'i'VC t'fta m ?ds to be tightened. This is a common problem 
• mm to e » s 1 1 y rep.nr?d. However, these items cannot.be identified 
t> siMpl/ lookir.tj at the volune on the shelf; they must actually be 
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handled. Some repairs are *«^y to recognize without close examination, . . . . 

u.i i , brittle bock 

such as a loose or damaged spine. ] n some instances, the paper of the 

book has become fragile due to acid deterioration , Jn cases such is 

this, the Item cannot be repaired. If pages have actually broken 

off, the book should be sent to the Conservation Lab for brittle 

book processing. Because of the overwhelming number of brittle books, 

those which are intact end not In current use nay remain on the shelf. 

Items needing repair should be routed to the local Bindery. 
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REPAIR t MAINTENANCE 



If a book 1n need of treatment can be caught before extensive 
repair Is required, treatment can be sfnple end Inexpensive, for 
example, the cost to tighten hinges 1s only 351, whereas having a 
cover replaced commercially costs $6.62. The t1a« required for 
processing and repair also varies significantly depending on 
whether the Item can be treated In-house. The tine required for 
1n-housa repair Is minimal because the procedures ere relatively 
simple. Loose hinges are tightened by applying glue with a knitting 
needle and pressing until dry- It 1$ Important to apply the glue to 
the hinge area only; the spine of the cover should never be glued to 
the backtone of the book- 
Often the spine becomes damaged because of rough or careless 
handling, exposure to ultraviolet light, and the normal wear and 
tear due to frequent use. If caught before further damage occurs, 
it can be repaired quickly and inexpensively. The old spine 1s 
carefully removed and the bookcloth of the cover Is peeled back 
slightly to allow a new spine to be attached uruier th* cloth of 
the cover. The new spine made of bristol and watching bookcloth 
is attached by gluing one side to the hinge and cover. The spine 
itself Is never glued. It Is important that the new spine is 
properl> affixed to the hinge. The other side Is then attached 
1n the same manner. Once the new spine Is In place, the book- 
cloth which was peeled back Is then reglued. If the bookcloth 
matches closely, the repair 1s not very noticeable. When the 
procedure 1s completed, the book must be allowed to dry in a 
book press so that the hinges become tight once again. The 
original spine is trimmed to remove the irsyed edges and re- 
attached or mounted onto the new spine. 
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In some cases, i book cannot be bound or repaired due to Us 
unusual format. A small volume of loose plates or pamphlets, for 
example, should not te shelved without protection. A portfolio 
can be constructed which encases the Item and prevents the loose 
sheets from fal ling out. I 

Other Hems require protective encas ement because they cannot 
te repaired, such as this volume affected by bookworm damage. A 
"phase, bo*" can be constructed to fit the book exactly so that 
there is no movement Inside the box which could further damage the 
volume. The book should always be placed in the box right-side up 
with the spine to the lef; so that it will sit on the shelf properly 

There are also some books which are boxed because they should 
not be repaired, such as old leather volumes with detached covers. 
Interleaving gaper should be inserted inside the covers when there 
is evidence that acid in the leather cover has begun to damage the 
pages. Grosgrain ribbon is used to hold detached covers in place. 
The knot should always be placed at the fore-edge of the book. The 
Item is then encased in a cloth-covered, clam-shell box called a 
sojander_bo'_. Both the box and the book are charged out. 

With an average book costing $25, one can realize the Impact 
which the conservation of library materials can have on the budget 
for purchasing or replacing materials. 

HANDLING PRACTICES 

There are a number of ways that each one of us can prevent 

dd'^ge which occurs in handling library materials. Often it 1s just 
a rrattor of correcting bad habits. Careless handling o' books not 
cn]y results in damage but also shows a lack of respect for library 
materials which may be imitated by library patrons. It 1s our 
responsibility to educate patrons as to proper handling 1n an effort 
to conserve resources. If staff members have a poor attitude toward 
conservation of library materials, how can patrons be expected to 
drvrlop the proper attitude? Books should be handled with care and 
never tossed or dropped, Carry only a few books at a time, always 
providing support and setting them down with care. 
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When loading a book truck, never fill all the shelves on one 
side and then attempt to move the truck. This makes the truck im- 
balance which causes U to tip when In notion. The books Inevitably 
*1ll slide off, causing considerable damage. If only One side of the 
book truck needs to be used, the books should be placed 1n the . 
middle of the shelf. 

Never load a truck with the books pliced on their fore-edge. 
Fore-edge shelving 1s never acceptable! even as a temporary measure. 
TMs can cause ths book bloU to loosen from Its case, especially 
with overslie or heavy volumes. If the volume 1s too tall to shelve 
vertically. It 1s better to shelve ft on Us spine rather than on Its 
fore-edv,e. 

To properly load a book truck, care must be taken to evenly dis- 
tribute the weight. The top shelf should be filled first, with the 
truck stationary and the shelver moving from side A to side B. The 
shelver remains on side B to load that side of the second shelf, then 
moves to side A to complete loading the Middle shelf* Extraneous 
materials such as paperclips, bookmarks, or pressed leaves should be 
removed before reshelving. This Is also an appropriate time to select 
ttess 1n need of repair. The shelver remains on side A to load one 
side of the bottom shelf and finishes on side 8. Never overload the 
truck. 

It is Important not to crowd too many books on a shelf. Books 
should be spaced far enough apart so that they may be easily removed. 
Pages an a l to be c ru s hed by pus h i n g a v e lum e I nt o a b eukend: 

Always use a stool when shelving overhead. This allows you to 
read the call numbers accurately and handle the books properly. Re- 
shelving is an opportune time to practice stack maintenance. Such 
habits as straightening books should be a normal activity during 
shelving. When properly used, bookends can prevent a row of books 
from leaning, m \ / , t ^ . 

Large folio-sUe volumes should always be placed flat on thc~~ 
shelf, no more than four volumes high. It is necessary to move the 
top volumes before removing a lower One. 
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Never remove a book from the shelf by pulling it the top of 
the Spine. Headcap damage such at this can be prevented by first 
pushing in the two adjacent volumes ami then grasping the book- 
firmly by Its sides wnen pulling. Often, spine damage occurs by 
tugging or grabbing at books on the top shelf. Always use a stool 
to reach an overhead shelf so that the volume can be properly re- 
moved. 

It 1s important to maintain good housekeeping practices such 
as reaving litter fro* the shelves and dusting. (Singly pushing 
the dust around does not remove the dirt.) When shifting the 
collection, clean can be easily done. Books and shelves should be 
vacuumed with a hand-held vacuum cleaner available for loan fro* 
the Conservation Section, for ranges that are very dirty but where 
shifting is not required, books can be vacuumed directly on the 
shelves by adjusting the amount of suction. Individual books 
should be cleaned with a One-Wipe breiui dustcloth which 1s chemically 
treated so that it picks up the dirt. 

Under no circumstances should Scotch tape or any adhesive tape 
be used to mend a torn page or Insert loose pages. Over time, the 
tape breaks down, leaving adhesivs residue and permanently staining 
the paper. This Is often a serious problem because we 11 -meaning 
patrons try to "repair* 4 pages themselves. Nor should a cover (or 
the binding) be mended with masking tape, electrical tape or so-calleo 
"book repair" tape. The damage caused by these pressure-sensitive 
tapes 1s not reversible. There are certain tapes which are considered 
"archival", or safe to use because the process 1s reversible. PJmo« 
plast 1s one of these archival tapes, although It 1s only used on a 
limited basis. It is suitable for taping small tears 1n new maps or 
repairing torn covers of Unbound periodicals. All other mending 
problems should be routed to the Local B1nde r y for repair. In the 
MnoVry, tears are mended with a strip of Japanese paper torn to fit 
the s1:e of the tear. Wheat starch paste 1s used to affix the mending 
paper to the tear. The mended page is then allowed to dry, with the 
aid of a strip of blotting paper. When properly done, the result 1s 
a nearly invisible repair. 
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One of the most serious problems affecting all libraries is 
the mutilation of books and Journals. The most common mutilation 
problem is journal articles which art ripped out. Other forms of 
mutilation are underlining, turning down pages, and cutting out 
pictures or coupons. A partial solution to this problem i% to 
educate the patron as to the seriousness of the problem. Many ire 
unaware of the expense involved In replacing missing pages* the 
Inability to replace certain items, and the frustration it causes 
other patrons. Even after efforts at education, some selfish 
people will continue to mutilate. Therefort it must be stressed 
that defacing state property 1s a serious crime ind the offender 
can be prosecuted. 

Another type of boo abuse 1s rough handling while photo- 
copying. A book should never be forced open in order to obtain 
a clear copy. This places a strain on the book's structure and 
can damage the spine. Nor should the cover of the photocopy machine 
be used to put additional pressure on the book. The proper way to 
photocopy is to support the volume while copying, applying only 
gentle pressure on the Cover. 

Phonograph records are put Into special binders designed to 
protect the disc. Loose pamphlets which accompany the record are 
sewn into the binder, like books, it is important that records are 
not allowed to lean as this will cause warping. 

Common sense should be used when handling maps. Do not try to 
remove a single map from the bottom of a drawer. The weight of the 
maps on top of it can be considerable, causing the map paper to give 
way, especially at the corners. Groups of maps should be stored 1n 
folders within a map drawer to allow easy removal. A stool should 
be used for higher drawers so that the Item can be more easily lo- 
cated and removed. Care should be taken In removing items so that 
strain is not placed on the (nap paper; folders on top should be 
removed before a lower one is taken out. 

With proper handling and continued maintenance, this unnecessary 
damage can be eliminated, Conserving 1 \brery resources requires just 
a little effort on the part of each one of us, yet has a tremendous 
impact on prolonging the life of a book. 
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General Disaster Guidelines 



There are some practical steps to consider when organizing a disaster 
prevention and action plan* The firs: group below covers prevention and 
pre-planning suggestions. The second list offers ideas for action if a 
disaster or problem occurs. 

PREVENTION AND PRE-PLANNING 



1. First, an emergency phone list of library personnel with current 
numbers is important. The list should be distributed to fire, police and 
administration. One person must be designated to receive the call, assess 
the problem, and initiate the phoning of others if necessary. If people are 
assigned "vital" jobs, they should also designate a back-up person. 

2. Priority areas within libraries should be established so everyone 
knows which is to be saved first, second, etc. if that decision has to be 
made. These priorities should include also which materials can be abandoned 
if necessary when cleanup time comes. Remember to save the shelf list or 
catalog. A second copy on microfilm off the premises is desirable. 

3. Emergency procedures for dealing with fire, flood, bomb threats, 
tornadoes, etc. must be clearly understood by all staff. 

4. Sources for emergency supplies should be located and contacted ahead 
of time in case of disaster. These might include: generators, pumps, trucks, 
furklifts and pallet movers, freezer space, cartons and freezer wrap, fumigators, 
fans, dehumidifiers, sling psychrometer (for measuring temperature' and humidity), 
book carts or trucks. 

5. A list of resource people such as plumbers, electricians and carpenters 
should be included. 

6. Staff members should be knowledgeable about where to turn off electricity, 
water and gas, or know who can respond immediately. 

7. Have a ready list of conservation experts to call upon for advice. 
Remember that the Library of Congress has preservation experts available for 
emergency advice and consultation. 

8. Have a small stockpile of emergency supplies on hand. Plastic sheets 
to throw over book ranges may save precious volumes while pipes are being 
fixed. A wet-dry vacuum or mop up equipment will prove invaluable. A roll or 
two of clean newsprint will offer opportunity to start air-drying a few wet 
books immediately. 

9. Fire extinguishers readily available and current are necessary. Having 
staff trained to used them appropriately is important. Use only extinguishers 
appropriate for paper. Knowing what to do to keep fire isolated to one area 
until the fire department arrives may destroy one section but save the library, 
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10. Set up an accounting system with authorities so it can be put into 
play immediately - or understand the process already set up. The lack of this i 
a large organization may cause time-consuming delays. 

ACTION 



1. First, don't make hasty and foolish decisions, Follow your plan, 
consult experts, proceed with deliberate haste. 

2. Make sure the building is safe to enter. In case of standing water, 
be sure all electrical hazards are eliminated. Wet floors are very slippery 
personnel should be warned. The fire department will always make the final ' 
decision on the safety of the burned building. Listen to them - don't assume 
in your anxiety that they are trying to slow you down. 

3. Once in a disaster area, assess the damage as carefully and logically 
as possible. Have personnel who are familiar with the material assist. Take 
careful notes on the material as it is for insurance purposes as well as plan- 
ning. Photographs are very helpful. Inform your insurance carrier or risk 
management office. 

4. After a first assessment, retreat to a quiet place to decide your 
plan of action. Contact experts who have had experience and ask advice after 
explaining the situation as carefully as possible. 

5. In case of water and smoke, vent the building as soon as possible. It 
is imperative to bring down the temperature and humidity. Turn off all heat, 
and if possible turn on the ventilation system, even the air-conditioner. 
If need be, break out windows. Measure temperature and humidity and keep track 
of it so you will know if it continues to fall. 

6. If parts of the building are safe, but a roof has been lost, cover 
material to avoid further damage from exposure. 

7. If large amounts of material are wet, put your action plans into effect 
to get them to a freezer. This involves keeping records of material, handling 
all wet material with extreme care, loosely wrapping individual items so they 
won't stick to each other, boxing items one layer deep and spine down in 
boxes, and sending to a freezer facility where temperatures are at least -20° F. 
If material is floating in deep water, you may have to have the water pumped 
out first. As long as material is submerged there is much less danger of mildew. 
Therefore, weigh how much you can handle at a time, and leave the rest submerged 
until you can rescue it, but the quicker the better. Material coated with mud, 
slime, or sewage can be rinsed very gently under cool running water before 
packing if necessary. 

8. Material just slightly damp can be air-dried in a cool, dry facility. 
It should be stood on the head end with pages slightly fanned if possible. 
The surface of the table should be covered with clean layers of newsprint. As 
the book dries, the pages should be interleaved with newsprint or white paper 
towel. As the towel becomes damp it should be changed. Air should be kept 
circulating, the temperature and humidity kept as low as possible. Interleaving 
sheets may be impregnated with thymol if desired to help prevent mildew. 
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9. In large areas where mildew appears, fumigation with thymol may be 
necessary. Call upon a professional exterminator to do this. 

10. For single sheets, flat material, prints, etc., drying may take place 
flat and between blotters or several sheets of clean newsprint. Extreme care 
must be exercised with art prints to avoid destruction of the medium. 

11. All film, slides, photographs can be immersed in distilled water 

(or cold, clean water) and sent immediately to the nearest photo processing lab 
alerted ahead of time to the arrival. (Caution; some emulsions may be water-soluble.) 

12. Be careful about making on-the-spot decisions if it is not necessary. 
Ycur pre-plan should have helped you decide what material can be lost if it 
needs to be. Everything will tend to look impossible at this point, and material 
you may decide to discard as hopeless, will often be salvageable. 

13. Burned and charred material requires special care in handling as the 
paper and bindngs are very britcle. Support single sheets on cardboard and secure 
then with another sheet of hea^ry paper or card on top. There are ways to remove 
the smell of smoke, the most effective is by using a vacuum chamber and ozone. 
Many times burned books are easier to replace than restore, but this depends 

on the kind of library and its materials. Perhaps having materials available 
for research use until new material can t? bought is worth saving much in spite 
of obvious drawbacks. 

14. Once material is frozen, it can stay that way for a long time. This 
gives you a chance to consider various alternatives for recovery. Even if 
air-drying is decided upon, freezing material allows you to dry what you can 
handle at one time without being overwhelmed. And freezing at extremely low 
temperatures offers the added advantage of drying out material in the freezer 
while it sits there. 

15. If you are missing a roof, walls or doors, arrange for security. Also 
Vut into effect that part of your plan for moving out everything, re-roofing, 
or whatever is appropriate. 

16. For training, have staff and volunteers read Peter Waters 1 booklet, 
Procedures for Salvage of Water-damaged Library Materials , Library of Congress, 1979. 

17. All floors, shelves and surfaces touched by water and/or smoke must be 
thoroughly scrubbed. This should be done with a formalin solution or other mold 
inhibitor like thymol dissolved in methylated spirits. Care must be exercised 
in their use. 

18. Large masses of frozen books can be dried successfully by the vacuum 
process. In one process, the ice is sublimated (vaporized without first melting) 
and collected on a panel to be drained off after a load is done- In another 
process the water is evaporated under pressure and drawn off. These successful 
methods have been described by Coming Glass Museum and Library, Stanford 
University Library, McDonnell Douglas, General Electric and Lockheed. 
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STAIFOtD URWISITY 



Thoughts on Mounting Exhibits 



Conservation Office 



1. Do not allow contact between paper of unknown characteristics (acidic, 
high lignin* etc.) and leather bound volumes. Do not place exhibit cards 
or information sheets on top of books unless acidity is checked and is 
neutral or higher. 

2. Do not oil leather before an exhibit unless exhibit cases are environmentally 
controlled* 

3. Control the light, be especially wary of UV light as spewed forth by 
fluorescent tubes* Employ UV shields in cases. 

4. Do not lean one heavy book against another, as extreme stress results 
in vulnerable areas such as hinges. Always use a book cradle or comparable 
support. 

5. Avoid using w he book on display as if it were itself a pedestal - don f t 
place another bock on top, or an artifact. 

6- Never, under any circumstances, place fine old books upside down in the 
display case to show off bindings or covers unless well-supported on a 
special cradle. 

7. Mylar strips or smooth glass blocks may be used to hold pages open. 

8. Keep book spines off hard surfaces, use a pad underneath, or a cradle. 

9. Be especially sensitive to leather on the spines of old, tight books, and 
the hinges of hollow backs. 

10. Do not force a tight book open. Make a special cradle to hold it and use 
mylar strips to hold it open at a natural angle. 

11. For extended exhibits, or with especially precious material, turn exposed 
pages daily. 

12. Manuscripts may be exhibited and handled easily by mylar encapsulation. 

13. Single leaf items must never be mounted directly against glass - good 
museum board mats are a must. 

14. Water colors, especially with pale, faded colors, or tinted prints 
and maps cannot bear any exposure to natural light. Even a few hours of 
direct sunlight will c*.use serious damage to such items as well as photographs. 

15. Keep track of the temperature and humidity inside the display case. You 
may be creating a miniature hostile environment. 
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INTRODUCTION 



Conservation Service! has been established it Princeton University Library 
to provide prLMJtuuotf , treatment and consulting services for preservation una 
conservation of library and archive materials. Our major goal is to increase 
th« uauful ufi, uf collection*, actively pursue this goal thrvugh: 

1. Preservation; Examination of deteriorated materials to select 
the moat efficient and effective alternative to stabtLi^o thu condition 
of the itatu under consideration. 

2. Processing: Prebindery record* and controls all items sent 
to the commercial binderies. 

3. Treatmenta: Book Repair performs mending, repairing, and 
reminding of books and paper to conservation standards, end /or 
beucidirtcetion; the sprsying of books with an alkaline solution 
to neutreUje deatructiv* St:iJ* in paper. 

Alternatively, increasing tha Ufa of collections may result from consulting 
-taff about storage, Lighting, heating, binding d«*ign, shelving, or training. 

These Guidelines hove been prepared to aasist stsff in binding preparations 
and the use of our other services. They wilt be constantly updated until we 
■ * . • '*'*book with fully covers the subject. We would appreciate your 
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3.3.3 COMPUTER BINDING SLIP t CBS )- INSTRUCTIONS 

3.3.3.1 Account Nu»ber/lD 

3.3.3.2 Title Number/ID 

3.3.3.3 Name 

3.3. 3.4 ISSN 

3. 3. 3.5 Frequency 

3.1.3.6 Change 

3.3.3.7 New Title 

3.3. 3.8 Binding Class 

3.3.3.9 Collation 

3.3.3.10 Special Instructions 

3.3.3.11 Material Color 

3.3.3.12 Print Color 

3.3.3.13 Title/Spine Lettering 

3.3.3.14 Date Sent 

3.3.4 obtaining more pre-printed slips 

3.3.5 sys tem Maintenance 

3.3.5.1 Adding Titles 7771 

3.3.5.2 Deleting Titles 

3.3.5.3 Changes To Existing Titles 

3.3.5.4 Printout 

3.3.6 FORWARDING MATERIALS FOR BINDING 



3.4 SEN DING MATERIAL FOR TREATMENT 
17T7T COMMERCIAL B1NDING~ T« 

3.4.2 IN- HOU S E REPAIR 

3.4.3 SHELF PROCESSING .... 



i.5 RUSH .SERVICE 
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5.S.1 RUSH COMMERCIAL BINDI NG 



3.6 RET RIEVING M ATE RIALS IN PROCESS 
IT 571 JUixilNG THE NEED .... 

1.6.2 CHA NNELING REQUESTS . 

3.6.3 PROCEDURES 



3 . 7 RETU RN OF MATERIALS FOLLOWING TREATMENT , 

REPLACEMENT 

4.1 DESC RIPTIO N OF RE PLACE MENT O PTIONS 

?;rri coffle^ Txr^REpn ii'fs/Mtc rtQFORMs 

4.1.1.1 Paper Reprint* 

4.1.1.2 Microform* 

4.1.2 IN-HOU SE PRESERVATION MICROFILMING 

4.1.3 ORDER FncT^NEW FILMING* FROM OTHER SOURCES 

4.1.4 PHO TOCOPYING 

4.1.5 RECOMMENDED FORMATS FOR VARIOUS MATERIALS 

4.2 SENDIN G MAT ERIA L FOR FILMING 

172. T" GE NERAL GUIDELINES 

4.2.2 SEA RCHING ' 

4.2.2.1 Unit's Responsibility 

4.2.2.2 PRO'S Responsibility 

4.2.3 PRES ERVATION MICROFILMING RECOMMENDATION 
FORM 

4.2.1.1 SlHe 1 , 

4.2.3.2 Side 2 

4.2.4 ROUTING HATER MLS 

4.2.5 RETRIEVING MATERIALS IN-PROCESS 



4.3 BIBLIOGRAPHIC CONTROL OF MICROFORM REPLACMENTS 

1.1. f PRE-CANE RA OP ER ATIONS 

4.1.2 POST -CAMERA OPERATIONS 

4.4 CUSTOMER GENERATE D ORDERS 

4.4.1 MIC ROFORM ORDE RS 

4.4.2 PHO T OGRAPH ORDERS 

*>.o notes on preservation 

«>. 1 SHELVING 

5. T.I REMOVING VOLUMES FROM THE SHELF .... 
5.1.2 RESHKLVING 

S.2 CLEANING BOOKS AN D STACK AREAS 

5.2.1 K EE P I NG 'OPEN ' S TACKS NEA T 

5.2.2 STAKE FOR 'SHELF MAINTENANCE 

5. * MK RQFORMS 

5.S. j HANDLING 

5,3.2 STORAGE 
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5.3.3 



INSPECTION 



5.4 CONSCIOUSNESS-RAISING AMONG PATRONS AND STAFF 

5.4.1 USER AWARENESS ITEMS 

5.4.2 AUDIO VISUAL PROGRAMS 

5.5 DISASTER PREPAREDNESS 

6.0 CUL PRESERVATION COMMITTEE 

6.0.1 CHARGE AND MEMBERSHIP 

6.0.2 MAJOR PROJEC TS 

6.0.2.1 The Disaster Preparedness Plan..,.. 
6.0.2.2 Patron and staff awarsnass ttsms .. 
6.0.2.3 Environmental survsy . f 

6.1 THE RLG PRE SER VATION COMMITTEE 

S.T.I GOALS 
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NOTES ON PR ESERVATION 

A comprehensive preservation program includes preventing 
damage to materials as well as treating materials as 
they become deteriorated* The following notes provide 
information and guidelines on how to prevent damage. 
They should assist all library staff in the proper care 
and maintenance of the collections. Further detail on 
topics dealt with in these •Notes" may be requested from 
the Preservation Department (x2223). Ml staff are 
encouraged to suggest additional topics for inclusion in 
this section. 

SHEL VING 

proper «*h*«lvlng can greatly extend the useful life of 
library materials. Unnecessary damage can be prevented 
by teco<iniring destructive shelving practices that cause 
the breakdown of a book's binding structure. Volumes 
incnrrprtty shelved and handled give way to stresses 
that can permanently warp bindings, tear a book from its 
t-nvi-Tg crack spines, and crumble brittle pages. 
Attention to good shelving practices and keeping shelves 
np/it goe* a long way toward preserving our library 
collections and encouraging users to follow our good 
r? * .imp 1 e . 

\ HIH( )V I NG VOLUME S KBOH THE r^CLF 

Oo not pull a volume off the shelf by the head cap of 
the spine. Push the two volumes on either side of the 
desired volume" hack slightly, leaving the book free to 
be grasped solidly. 

Tilt out the first volume in a tight row by placing a 
f in'jrr on the top of the book and tipping forward far 
enough t o grasp the volume* 

Push in bookends after a volume is removed to keep 
remaining books straight. 

lai'i" volumes shelved flat should be removed one at a 
time and placed on a table for use. 

Use a step stool to reach high shelves. 

2 R^S HALVING 

Shelve books vertically, in an upright well-supported 
position. Make sure each row of books is straight and 
supported by a bookend. 

Place bonks too tall for the shelf spine down, but avoid 
volumes pi ejecting out into the aisle. 



Shelve oversize volumes flat, ideally one to a shelf, 
but not more than three. Provide consultation space 
near the shelvi 1 g area. 

Fasten securely all portfolios and boxes protecting 
fragile materials* 

Before reshelving* dust books to remove damaging dirt 
and set aside for review volumes needing repair* 

5.2 CLEANING BOOKS AND STACK AREAS 

Particulate matter, dust, soot and dirt is an unending 
threat, especially in New York City. Dirt is more than 
an unsightly nuisance; it can abrade book materials, and 
introduce destructive chemicals which hasten 
deter iorat ion • 

Whenever sections are being shifted, dust each volume 
before placing it on vhe new shelf. in addition, 
establish a regular cleaning cycle aimed at working 
through the entire collection every three to eight years 
(depending on the size and value of the collection, 
local dirt conditions, and use patterns). This thorough 
cleaning should include removal of every item, cleaning 
shelves and each volume. If possible, use a small 
vacuum cleaner with soft-brush attachment and use 
Endus t- t rea t ed cheese cloth. Do not use the mineral 
oil-impregnated cloths provided to the Facilities staff. 
Work from the top shelf down, exercising extreme caution 
in handling brittle items. During this process, damaged 
or deteriorated volumes can be identified for treatment. 
Units undertaking a cleaning program for the first time 
should consult the the Preservation Department. 

S lim* nate foreign materials f rom the stack area. Food, 
~cf r I n k s , and smoking apparatus should never be permitted 
around shelves. Shelf labels should be of the type 
which fit into brackets on the front-edge. tf tape must 
be used, be sure it does not extend above or below the 
edge of the shelf; this is necessary to keep the 
arfhes i ve t rom the books * 

5.2.1 KEEPING OPEN STACKS NEAT 

The? natural tendency is to leave things as they are 
found, or more so. If books are haphazardly sprawled on 
shelves, users are likely to be casual about handling 
them. But if they're upright in neat rows, users will 
tend to keep them that way, and may even straighten up a 
toppled row if it is a conspicuous exception to overall 
neatness. Give enough time to straightening and 
cleaning to create an overall impression of Care for the 
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book* an that reader* wlli be inclined to perpetuate the 
ar r ingement . 

S.2.2 STAFF FOR SHELF MAINTENANC E 

To accomplish all these things, on© peraon should bo 
given specific rasponaibi 1 i ty for the appearance of tha 
shelvesi in a large stack area, thia reapona ibi 1 i ty may 
be divided, by area, among two or mora aaaiatanta. A 
crash program of straightening up may ba easily combined 
with re-ehmlving, aha 1 f- read J ng , weeding, etc. The 
respons ible peraon shou Id have these notes as s guide , 
and shr>u!d be encotraged to suggest major shifts, 
rearrangement of shelves, requests for more book-ends, 
etc., as appropriate. 

S. )„ MICROFORMS 

mi'roforms have their own apeciflc requirements for 
proper handling and storage. Safeguards against 
mishandling will prevent unnecessary wear and tear. 
Microforms are easily scratchel and torn if not handled 
correctly. Because of the heavy use of microform 
service copies in libraries, the more rigorous archival 
standards established for the storage of master 
nr<j*Mves are impractical. However, aince repair and 
replacement of any library materials are both costly and 
time consuming, all efforts at proper care and handling 
will help to extend the useful life of microforms. 
Supplies mentioned below are available from CUL Supply 
Hnim or the Reprography Laboratory. 

S. hi HA NhUNG 

Clean, wel 1-mainta ined reading equipment can prevent 
damage to film. Dust and dirt on glass flats scratch 
and ahrade the emulsion obliterating the image. Clean 
equipment regularly and keep lens housing covered when 

not in use. 

Handle microfilm only by the edges or by the leader? and 
Ciche by the header. Fingerprints leave oils and acid 
on the surface which blur the image and attract dust and 
dirt. 

When working with * large quantity of microfilm or 
fiche, use white cotton gloves to avoid tingetprints or 
scratch i ng , 

T*»U5 that are spotted should be repaired before the 
film goes to the shelf. further damage can occur when 
torn film is used on a reader. Torn film can be 
c pp.* i red by the Reprography laboratory staff using 
splicing equipment. Pressure sensitive tape should 
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never ba used to repair tears. Film with extensive 
damage (where text is lost) may nead to be replaced. 

Roll film should have adequate leader and trailer for 
easier handling Ut least 18" of blank film at each 
*» rt d). Users will be able to load reading equipment more 
easily, preventing damage from fingerprints. Leader and 
trailer can be spliced to film by the Reprography staff. 

5.3.2 STORAGE 

Microfilm should be stored on plastic reels, in closed 
boxes. Metal reels with sharp edges should be replaced 
with plastic; damaged or worn boxes should be replaced 
to keep out dust and dirt that can scratch film. 

Remove all rubberbands on microfilm reels. Sulfur in 
rubberbands causes chemical reactions that damage film; 
and even sulfur-free ones can damage. 

Full reels of microfilm will stay neatly wound by 
themselves^ shorter titles that tend to unwind should be 
secured with paper wrap-arounds available from the 
Reprography tab (*4884). 

Rewind microfilm reels firmly but not too tightly. Film 
wound too tightly may buckle or scratch and film can 
stick together when temperature and humidity are high. 

Microfiche are best stored in individual paper 
envelopes. This provides protection from dust, dirt* 
and abrasion. Remove any plastic wrappings or 

rubberbands for storage. Filing without envelopes is 
not harmful if temperature and humidity are kept low to 
prevent the sheets from sticking together. 

5.3.3 INSPECTION 

All microforms being added to the collection should be 
visually inspected for completeness, overall appearance, 
and readability. Some of the problems to watch out for 
are i 

blurry image 
-~ deep scratching 

too light or too dark image 
— anything that causes trie image to be 
illegible 

missing or out of order pages, issues, etc. 

The Reprography staff is available to help confirm these 
problems . 

Microforms produced outside the Reprography Lab with 



76 



problems of J magi* quality as well At any bibliographic 
anomalies should be brought to the attention of the 
Acquisitions Department . Unacceptable microforms should 
be re urned for refund or replacement. Micropubl lshers 
that s ow repeated problems should be identified so they 
can be avoided in the future. 

S.4 CONSCIOUSNESS-RAISING AMONG PATRONS AND STAFF 

4 . I USER AWARENESS ITEMS 

Consciousness-raising bookmarks, stand-up sign and 
photocopying poster designed by the Preservation 
Committee are available from the Preservation 
Department. Please request Supplies as needed* 

5.4.2 AU DIO VISUAL PROGRAMS 

Audio-visual programs from various libraries are 
available through the Preservation Department. A 
department may contact the Preservation Department for a 
training session on any aspect of preservation. 



DISASTER PREPAREDNESS 



The Oi saster 
depart me nT 
should be 
bllity of 
aid in 



preparedness 
1 ibreryT 



of the 
accessible to all 
the Preservation 
a disaster situation 
preservation Department should 
Mease become familiar with 
Plan. 



Plan, is available in every 
It is in a red binder and 
staff. It is th« responsi- 
Department to come to your 
and the Head of the 
be notified immediately* 
the Disaster Pt eparedness 
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COLUMBIA UNIVERSITY LIBRARIES PRESERVATION COMMITTEE 



In the Fall. 1981, a Columbia University Libraries 
Preservation Committee was established. 

6.0.1 CHARGE AND MEMBERSHIP 

Charge s To advise and assist the Head of the 
Preservation Department in determining preservation 
needs of the library systems to serve as liaison and 



resource persons on prase r vat ion j to 
goals and priorities relating to 
consider pol icy and procedures 
preservation} to accomplish specific 
to preservation. 



assist in setting 
preservat ion; to 
in relation to 
projects relat ing 



Membership! Librarians and supervisory staff chosen in 
consultation with Group Directors and Distinctive 
Collection Librarians. 



Represent at ion i 



Technical Support (1) 
Services (3) 
Resources (!) 

Distinctive Collections (2) 



Resulting in a membership of seven, with two year 
overlapping terms, with reappointment capabilities. 

6.0.2 MAJOR PROJECTS OF THE PRESERVATION COMMITTEE 

6.0.2.1 The Disaster Preparedness Plan 

6.0.2.2 Patron and staff awareness posters, bookmarks, and stand 
up signs. 

6.0.2.3 An environmental survey and recommendations in the area 
of environment . 

6. \ THE RLG PRESERVATION COMMITTEE 

The Preservation Committee is one of the programs of 
RLG. 



6.1.1 COALS 

The Preservation Committee is charged to provide the 
Ptesident with advice on projects required for the 
establishment of a cooperative preservation program 
within the partnership. Specific counsel should be 
given on, but not limited to, the following? 

1 . Development of a plan for sharing preservation 
responsibilities and ensuring continuing availability of 
research resources in all appropriate fields. 
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2. Dp v»jlopm«nt of a ««ani to exchange information 
regularly about items preserved at member institutions. 



3. Definition of policy issues governing preservation 
respon* ibl 1 1 1 of rlg members that correspond to their 
col lect ing respon* tbl 1 It lea • 

4. Systems development work required to use KLIN 
effectively for preservation purposes , e.g., shar Ing 
information about items preserved* provision of 
management reports, etc. 

5. Evaluation of available technologies related to 
preservation to determine RIXJ* a potential role as a site 
for pilot projects, testing, or experimentation. 

6. Identification of special data bases or retrospective 
conversion projects that would expand coverage of infor- 
nation within RUN and assist in supporting rational 
cooperative preservation policies. 
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TM. procedure. ...«,al dc «. lled , M ,-*,- Mf deecrlptlon. of 

c.tabli.hed P.e.erv.tio* Di*l..«« routine, .nd witoet. CurrMt p r «tic... 
Any of the.. ro« t i n .. M y ch.o t . in th. fuiur.; at that tl M th. procedure. 

h«PP«o to a book one. it 1. charged to tb. Pr.urv.ttoo Blvl.loo a l t lc: 
Th * UU Dc P .rt-.nt f re.ponalbl. for th. «l.t< . RC . of th. 

Tale Unlver.lt, Llbr.rjr'. r..eereh coIUctloo In ua.bla conditio*. It i. 
co-p.i.ed of thr.. dlvl.lona, Pr...rv.tloo. Prepare^,*,, .nd Coo.arv.tlon. 
£«», jui.ioo h „ lt . of rMporwifcuny -nd mx ,, TtU . t and , n thr „ 

work eWljr together to find .olutlon. to the prod.** of coll.ctlon 
prr.trv.tlon. Tt,. fr.ee r vet ion Dlvi.ioo h.a dlr.ct re.ponaiblllty for th. 
>.lnt.n.nc of th. circulation, coll.cllon. hou.efl In th. Starling ffe»crial 
(SMI). Seel., C. HMdd <«fDD), .nd Crc.e Caapu. (CCl) llbr.rJ.a; it eervc. In 
•n ocvl,r,y c.ip.clte to .ptcl-l collectioi.a .„d to th. .chool .nd dep.rt.cnt 
iibrnrlp. In lh. YUL ey.tctr. 

It c. in need of preservation attention ar. referred to th. Freeenat loo 
Dlvi.lrm by tl.. Circulation D S p«,t.e..t. Th , dlvl.ion .taff ch.c.n. «.t.rl<l 
into th. office «,d conduct, a thr.ro.gh .eerch to deter.ln. how th. It., fit. 
Into the collection ». ■ whoi.j whether or not th. ite. la coM.rcl.Uy 
.vnllnhle, if . 0< in uhtt totfUt snd , t prlce . -n(J kM phy.lcal 

condition of any relevant volueek. Thla lnforention .How. the appropriate 
6i.hja;t eppcinll«t to .oka a dec talon about, the dtapoaitlon of th. deteriorated 
(tc.{0 . 

The (oim u».d. record, kept, *»d thoroujh prerervatlon aaarch conducted 
"?»e all developed to , u i t condition, at Talfc'a Sterling H« nor lei Library and 

to 'ill t«« :ir»<d» of that collection. Each procedure can ba adapted to fill 

»<•-«! r.en.l-., r*ih nrp rivUcd to fit l^cel condition*. 



PfWCf.SSlWG BOOKS 

It... thet ar. in poor condition or that have otbar pr.a.rv.tion problem 
at. a.nt to th. Pree.rv.tioo Divlaion. Circulation par.onnel vlll brln, t h... 
Itaaa to u . or book. .r. placed on tb. t.lba b, th. .«ppl, cabinet io tn . 
Circulation Dep.rt.ent Office wh.r. pici the- up. Each It.. 1. .,..i„, d 
■nd ecreened« 

K Can item b. a.nt for Hew C... Only i. looke can ba a.nt to a commercial 
(NCO) or pamphlet binding (pa*)? bind.r £or nCQ u %hm p-ptr u 

■ufficiantly strong c n d fl.xibl., 
•nd it tb* leaf attacha«nt la 
aound. li tl tea'a inp^nt la 
p.:e-nOO and aerta tha criteria 
for NCO, a aaarch mawt be dona tn 
c*»e It Might be a Bcinexke 
candidatf. See p. for criteria 
for NCO. Small ltaaa of V thickneaa 
or Xaaa with strong f lexibla paper 
can ba aent to the in~hou»t repair 
unit for pamphlet binding. 
Soa belt*. Follow inatrucciona 
for SCO, p. 

Sea aaction below fot charging in 
ltcaa. 



Y£Sj Charge into rreaervat ion 

Office. 

NO; Charge book Into Preaervatiop 
Office. 
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CJIABCItif, BOOKS JM 

1* Hake out search card. 



Sr £ KXAMl'I.C F(JR FORMAT 
?. M.ifcr Cui| charge caid. 



I. On a S" * 5" lined flic card, supply 
the following Information: 
a* Call number 

b. Complete author entry, and 
titnslttor, editor If applicable 

c. Complete title 

d. Place, publisher, publication date 

e. Series note (if any) 

f. Barcode i (if itea haa one) 

g. Stamped aha If date (Each search 
shelf will have a different date. 
Fill one shelf before changing 
the date stamp ard starting a 
new ahelf.) 

h. Any in f ormat loo or apecial 
instruct lone regarding the book 
(I.e. repair only, Missing pages, 
charging info). See p, for 
instructions on handling fragment* 
and aapty covers. "Rrpafr only" 
would be noted for volumes. 

2, Fill out a atali charge card Including 
the following lnforaatlon: 
a* Call number 
b. Brief author and title 
c* Barcode I (if Item has one) 

d. Publication date (If no barcode) 

e. Stamped shelf date. 



3. Place book on dated starcn shelf. 



4. Plsce charge card in file to go 
to Circulation* 

5. input and/or update location on 

C£*ACa 



6. File the charge cards In the 
"In-Process" file* 

7. The number of books charged in 
ere recorded on the statistics 

sheet . 



3- Hake sure the search card ia In the 
book so that tht call number can he 
seen* Fit as many books as Is 
reasonable without crashing on the 
shelf* Books are usually laid flat. 



5. So**! one from Preservation will take 
the charge csrds to Circulation 
periodically (at least once a week) 
to update the location on CEAC. If 
the book does not have a barcode. 
Preservation staff will add the title 
to the date base and attach the 
assigned bsreode to the chsrge card " 
with double-sided tape* See page 
for procedure. 

6. Cnrdt are filed by call number. 
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The procedure* for armour in* »eerch cards prior to dlschsrging a book 
tttm the Preservation offlre are given with the description of the individual 
process <NCO, replacement, etc). This section concerns the handling of the 
rtnll charts filed in the main charge card file. 

J. full charge card item file. Croaa 1. Hake note on the card of what 



out call number, 



2. If the book hat a barcode, attach 
barcode to charge card using a 

p.-ipercl ip. 

3. Are CKAC Tecords being updated 
and book irrumcd to circulation? 
YrS: riace charge cord In book 

with the "Discharge** note 
showing. Place book on 
truck for Circulation 
p i r kup , 
NO: Krplac-eraent 
Tr *Msf «*r H 
1)1 Heard 
?:» F I XAMN F.(S) K»R rOHKAT 



happened to the book If it is not 
going directly to the stacks (i.e. 
replacement by, transfer, dlscsrd) 
2. Barcodes must somet iffea be xe moved 
from s book by hand. 

3- Circulation staff will update CLAC 
informal ion, by changing location 
and status. 



See instructions for processing, p. 
See instructions for processing, p. 
See instruction* for processing, p. 



KCU 



Check all books received in rreservstioo to determine if any can be sent 
to s comwrci*:t binder for NCO. For sny books thst can be sent for NCO proceed 



as fellows: 



Is this vo .uae part of a set or 
r tries? 

YES: Check all other volumes in 
the stscks for condition. 



NO: Proceed to step 2. 

2. Charge book in. 

3. la there s bsreods in the book? 
YES: Remove barcode and attach 

it to the search card. 



NO; Proceed to Step 4. 
Annotate search card. 



. r >. riJu search card in Bindery 
file?. 

6. Arrntate tht charge card. 



All volumes of a j>t or series 
needing NCO are sent at one time. 
Note color of other library bound 
casings. 

2. Sea Instructions for charging books 
in p. 

Be ss careful a possible to keep the 
barcode eticker intact. Attach the 
removed barcode in the upper right- 
hand comer of the Search card with a 
a paper clip. (If the barcode is on 
the Inner pages of the book and not on 
the cover or flyleaf do not remove it. 
Annotate the search card "In Book.*' 

4. "To B for NCC," number of volumes, 
volume numb* s in parentheses and the 
date* 

5. File by call number. 

6. "To Q for NCO" and the dole en the 
back of the char, e caul. 
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1. file rhsrge card in Main file. 
*. fut flag in bttuk Instructing 
Preparation* to "fteturo to 
Pre** x vat ion.** 
9. f*ut flog specifying "New 
tane .Only 11 and the binding 
color if neefmaty. 
10. Put bfH'ki on thr Preperstlons 
shelf . 

sit. rxAMrus 



?. Hie by call number. 



9. Specify color if book 1* one of a 
■cries or set bound in put color (or 
* predominant: color,) 
10. Preparations itAiff roliec* Materials 
froa this shelf on Fridsy turnings. 



NCO 

ftooku with loose, torn, or broken bindings csn be sent to si co^rcisl 
iibrt.y binder for NCO if the paper 1. strong, the leaf attech.ent sound, end 
the tcntbluck intsct. The condition of the psper csn be checked by folding 
a corner of s psge; the psper suit be eble to withstand s double fold. If 
sole then one type c f psper i. used, check all types. The leaf attachment 
»ua: be sound sod the texiblock in one solid place. If on ly the first or 
lsct pages are loose, they csn be tipped down br Preservation Office stsff v and 
the Look csn then be sent for NCO. K son involved repsir 1. necenary (i.e., 
eeving the te*tblock» psge repsir), the ite. csn be sent to Conservation for 
NCO preparation. 
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1. With the rewound volume in hand, 
im»H the Seanh (*fd from the 

Bifufcry f S 2c. 

2. Annotate aearch card. 2 , Returned fro* B," number of volumes, 

voluMct 9 number* in parentheses, . 
date, 

3. Have jIJ voluaee on search card 
been returned? 

Stt: Annotate sesrch card and " fone" (underline thia final annotation). 

file In deed file. 
NO; ReflJe search card In 
Bindery file. 

A. M*rlMir»< cards for returned 4, Se « instructions p. 



' 8b 



1T.ESERVAT1QH SEARCHING I - CAlAI flCS 



1. Pull one a he If* a worth of search 
card*. 

2. Alphabetize carda by main entry, 
la there a sain entry? 

YES: Proceed to step 3. 
NO: Check shelf Hat. 

3. Check each entry in the card 
cstalog, ietally the Public 
Catalog (PC). Compare entries 
for corrections or additions. 



4. Add the number and dates of 
volume* for a set f or total 
holdings with dates for a 
aerial. 



5, N^tc other edition! of that titlr t 5 
generally in order by date of 

ytibl icut inn . 



1. Choose the earliest shelf to search. 



3. Monograph a or sets of monographs con 
be checked in PC or OC. Japanese and 
Chinese must be checked in PC; serials 
can be checked la PC or the Serials 
Catalog. Hake aure the call number 
and all itjprint Information are correct 
Add the number of pages in the itea t 
the author's dates, aeries notes, and 
other pertinent information. 

4. For a set, enter number of volumes to 
the right of the call number ("5v") 
mnA the inclusive publication datra 
after the date already entered. Enter 
holdings of serial* under the imprint 
information (Holdings; v. 1-43, 1875- 
1510). All gaps laust hfc indicated. 

If a aerials listing is complicated, 
make a copy of the holding cards and 
staple to Search card. Nark sesrch 
card "holdings attached." 

tf ValC owns no other editions or 
copies of that title, enter "only c. LiV 
Other editions should he noted i/ith the 
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Hole if Y*lc own* different title* 
by Hint «uChfir. 

Wo|r H tlu-rp are collected w<nkr. 
of th.it anther at Ynle and if the 
WMfi* ront.iln title being searrbrd. 



date of publication underlined, the 
call number (if the first part of the 
call number duplicates that of the 
volume belnf searched, gbow three dote 
and then the part of the nu»ber which 
differs), the number of volumes, and 
any special cotes (5th ed»" or editor's 
name if different). Volumes In other 
collections need only show the dsto 
of publication and the collection name. 
Shov where the volume being searched 
fits in by date with s caret (A), jf 
sn exact duplicate ia held elsewhere, 
show it by "Some " with the location 
underneath. If item in hand is s 
trsnslstion. sesfch cstalog for other 
editions only in language of item in 
hand. Note transistor's name. Also 
note existence of any editions in 
original language mndfat i n English* 
Tnke extra blank search cards with you 
in case you R e**d them. 

6. If so, enter "Other* 1 ' on the far right; 
if no, enter "Only." 

7, If none sre found (work* are listed 
before sil pther titles), enter "No Vks" 
on the far rijtht. If there are work* 

in the tame language as the vo^ree 
bclnfc spartrhecJ, show the r .11 nuc.bcr, 



8. Check any entries not found in the 
Public Catalog in the Shelf List 
Catalog under the call number snd 
recheck in the PC* 

SEE EXAMPLES FOR rORUAT 



the number of volumes, and which voluaw 
includes thst title if contents are 
analysed. Simply note th*t works are 
held if in a different lanEuage only 
(Wks in lisl. only), if there are 
many editions (i.e., ft ore thsn five or 
six) of sn suthor's works, juit note 
this fsct. 
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SRISHAM YOUNG UNIVERSITY: Two pages from Emergency Handbook 



3. 



Mm i 

tilt tie OH vanity roHc* i*2222) mm rmmrt. 
UH U» Bvtlilftf Mirs*! (ilU) M iwt 

r tUM will i 



toffy urn Sa1v»a* Tm. till i» i 
MMf *f tie da ff riirtH. 



J. Gift* 



*4JP4 

aJNS 
14 tit 



J7V1H0 



T«e* off Mg Mt!»f §#y #! retries) vetffBnmf im Um MV* of 

«tif, 0« Mt sum In MtUr mmc* H)f to 1« cwtict 



Cutf affect** too* itmi -it* otastic i 
* eot rw n Mi* Mtanal t*m MiiM. 



act** aeO tan. 



affected art eerl *** ftee* fa Man tree. Call Art 



tee im «ff«Ct*4 »y fl«Ml«i. 



Nlln lutracrieas fnee ttovt+ntty HUa, Sai«*ee Tee* eei 

tl» I»1U1«« MrMil. ... 



Aaioorn; and joical ucmcics 

1. U)1 University *ol1ct i*2222) and npcrt. 

?. Call bHldi»f Mertftal (US3S) and reoort. 

3. U*0 ¥1CT1» |t111 - 00 407 Wtt. 

4. Cover v1et1»«1tn blanket, CMt, etc. 

5. AMUimur first aid if trite**, 

4. Cl**r tnta 0f io*eteton. 

7. Stay v/1tn vlctlst wntil De)o arrive!. 

I. Dtteneia* cauit of accident, rtport to lulldlwc. Marshal and 
correct If possible. If U 1i not posiioU to comet, post 
a ■amino, situ. 

5. Folio* Instructions fro* University *0l1ci an* tht tv11d1«d, 
Mars Aal. 

10. CoaplfU a ITU Accident Ifport for Stuoent or Guest or a 

Supervisor Alport of Accident and suoent to owtldiwj Marshal. 



ACCIDENT 0 MEDICAL EMERGENCIES 

FIRE 

CRIME/URNDRLISM 



WATER LERKRGE RND FLOODS 




, WEATHER EHTREME5 
EHRIKUUHKES 



BOMB THREATS 
!EUHCUflTI0N (Non-Life Threatening) 
EURCURTiON (Life Threatening) 
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UNIVERSITY OF UTAH 



TAB FOLDER 



Using Promatco 10 or 20 caliper library board 



I. A. Measure length and width of book, using ruler and triangle. 



Turn book over and repeat. 

Take largest of both measurements, 





0- 



B. Measure height of book. Place a board on top of book, 
apply gentle pressure and measure with ruler. 




C. Cut a piece of scrap board the exact length and width dimensions of the 
book. This will be used as a guide. On this piece 
mark in pencil the measured height of the book. 
Mark an additional measure of 1/16" on this guage. 



TT 



II. 



A.. Cut a piece of board (piece A) sufficient to wrap around the book( Three 
times the width plus two times the height), plus at least 2" 
and cutting it the exact length of the book. 
(Grain should run vertically) 



T 



A 



a* 



goo *f 



B. Cut another piece of board (piece B) sufficient to wrap around the length 
of the book (two times the length plus 2 tim es the height), making it the 
exact width of the book. 
(Grain should run vertically) 



III. Beginning with piece A : 



*\CTH 
Oft 

too* 



A. Me. ,ure 2 '"from left, mark with pencil point and using ruler, draw a line. 




B. mea: ^re a tab, approximately 1" in width * n this area. 




z . With the scrap board guage you have cut out, position on piece A and mark 
with pencil on the right side 
top and bottom. Remove guage 
and score between these points 
with ruler and bone folder. 
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D* with height of book measurement which has been marked on the guage, measure 
from the first score, top and bottom, 



pencil point and score. 







h ; ; 









E. u^ng guage, position on piece A, placing left corners of guage next to the 
last score line* Mark piece A top and + 
bottom at right corners of guage. Score. 



only 1/32" additional height to 
this measurement. 





J ; C.J 










top 


and bottom of 


t 

piece A, adding 


□ : : :: 

□ 2d* 



G. Using guage, repeat step E above. Mark and cut off the excess. (An additional 
1/16" may be cut off this end, in order to make a better fit, if desired,) 




H. Cut out the tab and fold along all score lines. 



IV. A* Take piece B. Center guage on piece B. Mark both top ~nd bottom and score. 




B. Using height measurement on guage, mark top and bottom and score. (Do not 
add the .iddi tonal 1/16" onto this measurement. Score. 
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C. Fold all score lines. 



V, Check to make sure piece A and piece B fit the book. Round corners. Trim 
and round tab. 



VI, A. Position piece A and piece B together. - Piece A is on the outside. 



B, Measure position for tab slot* 



1* if book height is xess than 3/4 M f the tab slot 
will be on the side of the folder, approximately 
1 M from edge, lV'long, 1/16" wide. 

2. if book height is 3/4" or more, the tab slot may 
either be on the side or on the corner. fZZ 

i i 



C* Paste piece A and piece B together, but if slot is on the side, do not 
paste around the area of the slot. 




D. Press under weight. 
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S06TKEM ILLINOIS UNIVERSITY: For ILLINOIS COOPERATIVE CONSERVATION HOfitAN 




MATERIALS: 

1] paper cutter 

2] glue: polyvinyl acetate adhesive (PVA) 

3] Japanese paper suitable for cutting into strips [Sekishu, Kizukishi, Goyu] 
4] waste paper 
5] waxed paper 

6] unbleached linen thread or heavy carpet thread 

7] sewing needle 

8] small glue brush to 1"] 

9] scalpel and blades or x-acto knife 
10] ruler 
11] bone folder 
12] scissors 



Tip-ins are loose pages or groups of pages that must be inserted into 
volumes. Often they are errata slips, replacements for misprinted pages, an 
index or table of contents, or photocopied replacements for pages missing or 
torn or cut out of books. It is important that photocopied replacement pages 
have inner margins of at least 3/8 inch; if not, they will have to be recopied 
or guarded with a strip of Japanese paper. If replacement pages are copied on 
both sides,, the te:,t material should line up. 

Single sheets are easily tipped-in; however, judgement must be used when 
tipping-in a number of pages. If the inserted material is too thick, it will 
put strain on the binding and damage its structure. Materials too thick to be 
inserted should be rebound with the book or the entire item replaced. In some 
cases, it may be appropriate to bind the material separately and shelf it next 
to the book. 



ERIC 



PROCEDURE FOR TIPPING IN SINGLE SHEETS 

1] Determine if the textual material will fit 
into the book. If not, the sheet will have 
to be recopied or reduced to fit, 

2] Place a ruler 1/4 incn in from the inside 
margin and crease the sheet upward against 
the ruler with a bone folder. 
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PAGE TWO OF TIP-INS 



If the margin of the sheet is less than 3/8 inch or if the inner margin of the 

book is less than 1/4 inch, see procedure for guarding below. 
3] Place the fold of the hinge into the inner margin of the book and mark the sheet 

for trimming on the top, bottom, and side. 
4] Trim the sheet using a paper cutter or a ruler and scalpel. A piece of card- 
board can be used as a cutting surface to protect the work table. 
5] Place the creased hinge between two sheets of 

waste paper so that only the creased area is 

exposed for gluing. 
6] Glue the hinge with PVA. [Too much glue is 

not desirable and will stick pages together 

or wrinkle the sheet.] 
7] Position the folded edge of the glued hinge 

as far into the book's inner margin as possible. 
8] Using a finger or the bone folder, rub the 

hinge to adhere it to the page. 
9] Place waxed paper into the inner margin on either side of the tip-in to protect 

adjacent sheets from moisture/excess glue while drying. 




PROCEDURE FOR GUARDING SINGLE SHEETS FOR TIP-INS: 

1] Place the sheet to be tipped-in into the book and mark for trimming (if necessary) 

at the top and bottom. Use this procedure also for single folded sheets. 
2] Trim the sheet using a paper cutter, or a scalpel and ruler. Cut a strip of 

Japanese paper [Sekishu] 1/2 inch wide and somewhat longer than the sheet. 

If the inner margin of the book i, so narrow that the hinge of the tip-in will 

be over text, use the thinner Japanese paper [Kizukishi]. 
3] Place the tip-in sheet between waste sheets 

with approximately 1/8 inch of the inner mar- 
gin showing. Glue the edge of the sheet with 

PVA. Remove the waste strips immediately and 

throw them away. 
4] Place the edge of the Japanese paper strip over 

tie glued area and rub with the fingers or a 

bone folder to secure the attachment. Place 

the glued hinge between waxed paoer and under 

a flat board and light weight to dry. 
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JAPAN ES= 



PAGE THREE OF TIP- INS 



o 

ERIC 



5] Trim the excess of the Japanese paper strip off the top and bottom and proceed 
to Step 2 of TIPPING-IN SINGLE SHEETS above. 




PRO CEDURE FOR TIPPING-IN SEVERAL SHEETS: 

1] If the inner margins of the replacement pages are at least 3/8 inch wide, place 
a ruler 1/4 inch in from the inner margin of the first sheet , crease the sheet 
upward against the ruler, and fold. If the inner margins are less than 3/8 inch, 
the sheets should be recopied with wider margins or a guard of Japanese paper 
added [see above]. 

2] Place the sheets one on top of another 
with 1/8 inch of inner margin showing. 
The folded edge of the first sheet 
should be turned under. 

3] Glue the exposed edges with PVA, separ- 
ate the sheets, and lay them one on top 
of another with the inner margins lined 
up exactly. 

4] Proceed to Step 3 of TIPPING-IN SINGLE 
SHEETS above. 



r * . 



WASTE SptipS- 



• 
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PROCEDURE FOR TIPPING-IN SEVERAL FOLDED SHEETS: 



SHEET*. 



1] Remove the staples. Place the folded sheets into the book and mark for trimming 

[if necessary] on the top, bottom, and side. 
2] Trim the sheets using a paper cutter or a ruler and scalpel. 
3] Cut a ninge strip of Japanese paper [Goyu] 3/4 inch wide and the length of the 

sheets. f»*o«d 
4] Fold the hinge strip in half and place it 

around the folded edge of the sheets. 
5] Thread the needle with a piece of thread 

2£ times as long as the sheets. Starting 

in the inside and center of the folded 

sheets, sew the hinge strip to the sheets. 

Use 3 holes for short items and 5 noles for 

long items. End with a souare knot. 
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PAGE FOUR 0 r Tic-INS 



6] Using waste strips to protect the item, 
glue-up the hinge strip and place the 
item as far back into the book as possible. 

7] Smooth the giued hinge with the fingers 
or a bone folder and place a piece of 
waxed paper on either side of the tip-in 
to protect adjacent sheets from moisture/ 
excess glue while drying. 
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Tfit'ATiu wtc uaniiai Princeton University 

TftfcATMhNTS MANUAL Conservation Servioai 

Fireitone Library 

Instructions for making Book Wrapper* 

1. Ctcncrnlly, the mnterlnl used for book wrappers ia acid-free map fouier slock, .010 
thickness. For larger and heavier books, .020 thickness con ba used. 

2. Cul one piece of pnper with these utmensions: 

width «= width of book (at widnst point) 
length - 3* length of book plus 2x thicknesi of book 
or, length can ba left long and trimmed down later 

3. Cut another piece of paper with these dimenatons: 

width =» length of book (at longest point) 

length = 3x width of book plus 2x thickness of book 

or, again length can be left long and trimmed down later 

4. Position b.xik at one end of first piece of paper. Wrap paper around book, c renin g 
at edges with fingers (sea diagram A , separate sheet). 

5. Remove book snd go ov*r creasea with bone folder. Trim off excesa paper, If any, 

6. Re wrnp book to first piece of pnper. Make sure it fils well. Leaving book wrapped 
in pnper, place at one end of second piece of paper. Wrap and crease as befora (sea 

7. Jlrmove hcv>k ami ^o over creases on second piece of paper with bona folder. Trim 
off excess pnpor, if any* 

8. Ohio the I wo phtrs of pnper together with PVA. First piecp (vertical) |« ^lued ON TOP 
of siMond pkve ( hurl xmitnl) . It is not necessary to giuo entire surface ■ Just a few line* 
flohe-iive in fine (seo digram C). 

9. WVn dry. place book tn center of wrapper. In pencil, mnrk top nnp M\ bottom flap 
r 2\ apine finp '3', nnd furorige flnp »4' (see dlagrnm C). These numbers will later 

tell the uficr in wh.il order to clirju the flops* 

10. Use tnniMir piitieni to irim down flap M\ In general, tongue should bo no more 
thnn 2" long. 

11. Wr:ip flips nriMind honk in numericnl order. Mnke two marks on fbip '3' ns shown in 
dlngrmii D. Vnf^Ui wrapper nnd cut slit in finp >3' wiih a knife and straightedge. 

12. Willi corner cutting machine (nr srissors) , round ALL corners, including those on 

13. Aijdn wr.»p linps nroind hook In correct order and insert tongve into slit. Wrapper 
is complete. 
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Intlructions for making Book Wrappers (2) 



JC 
at 



width « 
width of 
book 

length 3 
3x length 
of book 4 
2x thlck- 
nasa 



-width- 



vertical 
piece 



wrap 

this 

way 



Princeton University 
Conservation Services 
Firestone Library 



• length 



horizontal piece 




width ~ length of book 
length * 3x width of book ♦ 
2x thickness 



' wrap thia way 

Y7n m 

« book wrapped in firat 
piece of paper 




i 



i c adhesive between two pieces of paper 



creases 




vertical piece go*** on top 
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Cera of Tooli and Equipment 



E »!♦_! ana t ion o( SSudent Assists^ Handbook Samples 

A handbook for sttidrnt imlitirrti in the conservation unit la in the 
pr<Hr«<t tti being developed, it is not o r intention to write a new Manual 
txK to gather the procedures, with nod if lcationa that Meet our need* , that 
w<- uhv on n regular baa la (generally Iron Jane Greenfield, Hedi Kyle, and 
fitrolyn Morrow) and consolidate thrm In a binder lor each atudent. When 
a atmii-nt Joins the staff he/she will add to the hinder each new procedure 
n«i it in li'.ttnrd. In addition, we are writing a aeriea of "check Hat" 
iif sirpi lot ra<h procedure that our atudenta can foiJov eaally and quickly 
without olv.iy* tuivtng to refer to th« detailed inat rue t iona . 

Iht* h.mt.boufc la grnrt.iily divided into the following categories: 
t. Crtirral drp.tt tmcnt In format Ion includea scheduling, filling out t iae 

fchi'fts, pity nt hi'dolcs , bfcak.i, production expectation!, etc, 
2. How »h»i»Ii» are «Mdf give* general information about hand bound booka 

vci mih pr (utnc t Urn hnnks. 
1. (,.ur of tuoit* ? equ lj>*M*nt ,md g ood workin g habit* reinforces what la 

r vy.u l«ir I y strt'SHt'd. 
<» . I ln-i Hrtts »miJ ljtejj iij 't}»nu of all procedure* done in~house» 
S. HI', "IlitneuiiN dip;irt»ental practice* give* explanation of flags, 

Mffh« tnpinR, KrrpJng statistics, RUSH eat e r I a \ a , brittle hooka search- 

f itK. , el r , 

h. A^jM'fi»Mx will h.we samples of materials used In the bindery (paper, 

rl»»lh, ho.ml wh.it and when to use each), various paete recipes, etc. 



You art responsible for your hand too la and the cltanlineaa of your 
work space. Tow ate aiao expected go cooperate la keeping order and 
cleanllneaa la the departacnt. 

Care of Hand Tools 

The following toolo are your a to use while you are working in the 

cooperation unit* They are to bs kept in their container and put on. your 

"work in progress" ihelf when not being used. 

Bona foldar 1" Brush 

Scalpel V* »rush 

Set-through and natal ruler sound pasts brush 



t^tttula 
Paring knife 
Scissors 
Potter's needle 
Erasers 



Small water color brueh 

Dlvidere 

Tweeaata 

Sawing needle* 



Fink Pearl 
Kagic Hub 
Mara Plastic 

111 other tool* snd aatariila are aither In the gray cabinet or 
on the peg board above the work benches* 
At the end of each day you should wash your bona folder, knife and bruahei 
with soap and water. Zt is important that ALL adhceive be removed from the 
briatlea. If adhesive build-up in sot checked, the brietlse becosje hard and 
the brugh is impossible to use. 

Maintaining Your Work Space 

When you are finished working for the day, put the booka you sra working 
on «nd your hand tools on your shelf. Throw away sll paper used for pasting* 
ate* Wipe area cltan. Center the H eheet of binder's board with several 
ehests of wests paper on top so thst ths apace ie reedy lor the next worker* 

Department f r predates 

It Is everyone's responsibility to ksep the depertsent picked up, clean 
and In order. The following will aake the department a more plessant and 

productive place to work lor everyone: 
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Put all used wstte piper and acrspea of cloth in tht trash 
rontainer . 

Respect othcrw working by not spreading what you art working on 
around th» department. 

Put off cuta of paper and cloth back in their respective drawer or 
bin. Cloth piece* large enough to be uaed again should be rolled 
and put In the boa next to tha cloth bine. Contalnera on top of the 
■«p drawer* are for small pieces of paper that can be uaad for 
psst ing. 

Be sure to rrnov# all ataplea, clipa f raw astcrlsls being cut on the 
board ihrjrrr or the guillotine. Aa a aafety precaution, tha blade 
of the board ahearer should be down when not in uac. 

Everyone takra a weekly turn keeping tha sin* sres clean. Check tha 
schedule posted on tha monthly calendar next to tha alnk for your 
turn. 

Put wclghti and pressing boarda on the firat ahelf next to tha 
telephone after being uaed. 



University of Cincinnati ('onset vat ion - *55 



Haterlele Used in Booka 



Tha M'.erlala uaad in booka and la their repair have unique behavior 
psttarns that affect how a book function*. You need to underatand and 
identify these character 1st lea in order Co maka good repalra. 

Ctae of tha *ost important characteristics you will deal with continually 
la tha M grsin H of paper and binder'* board. Thia stems that tUese aaterlsls 
fold or bend vara eaally In one direction than in tha other. For a book to 
function wail tha pages nuet turn (fold over) eisily. In other words, tha 
"grain" la parallel to tha epine of tha book. 




Three ways to jlnd tha pre In of paper . 

Visually . Msny paperi, including moat Jspsncse tissues, hsve lines called 
"chain" lines, lighter then the rest of the paper that are about 1 M apart and 
visible when tha papet la held up to the light. The grain ia alveya parallel 
to theae lince. 
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Icfidht£. Thii is ptrhepi the mo *t covoa vey to find the grela. lend 
the ehcet over In one direction And then la the other direction end feel the 
resistance. The direction with the leeot rcelstence ie the direction of the 
gretn. 





Wet t int. Cut t cwell equire of the peper you went to uee end lick it on 
one tide. The peper will curl into e tube, indiceting thet the giein ie 
perellel to the length of the tube. 

Check the e»»ple folder for the verloue klnde of pepen we uee. 



Cover ins Materials 



We use ecverel kinds of ssterlal thst protect the teatblock es covere - 
binder's board, ntuecuei boerd sad Uttrery board. Like peper, boerd hee s 
"groin", however, the method for determining the grain la soaewhat different. 

Put the boerd on s flat eurfece end bend one edge with your thumb 
underneath the board and your f ingere oa top. Like paper, the boerd will bend 
•ore eeelly la one direction than la the other, but beceuec if the thlcknees 
of the Mtsrlal the bead will not be ee great. 

The pain of your beads 
end flngere will curve, with 
the board vhe" lending with 
the groin. 





When bending acroee the grain, 
your heads ere forced to cup svey 
free the board. 
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Adheslves 



Chith cmnnt he tald to hsve • grein, but It does fold mrt easily 
siring the long v*rp thfesds psfsllei to the length of tht roll, Also 
look for the selvage edge. it !■ ilso In the direction of the warp threede. 




Th* cloth used in a binding ehould be cut so that the werp chreidi run 
perell'l to the aplne of the book. 



OS 




Xo thi UC conservation unit we us a levaril kinde of adheilvsi - PVA, 
peete sad aethyl celluloee. Each has different properties and different 
uses that you ■hould be ivirt of, 

PVA, a polyvinyl scetate amulalon, !■ a good all-sround ■dheiive. It U 
white (or slightly creeei colored), lecsuce it has ■ relit lvely low moisturs 
content, it dries quickly creating ■ flexible bond and the piper it Is sppiled 
to will cockle only aoderstely, if at all. However, becsuse PVA dries quickly 
you will not hsve a lot of tie* to complete a procedurel etep. Exeaplc: ±ift 
sod rsslllgn a piece of pepar or cloth. 

PVA can be thinned with viter, The brand wa ute is vary thick And must 
ba thinned* SoiccUn wa combine It with prepared aethyl cellulose (see next 
■ ect ion) . 

Dies for PVA: Tighten books In their niei 

Attech pockets to the Inside of covers 
"ip-ln, attaching labels 
Making a new cue 

All steps of spine rspslr snd rebacklng s cover 

Affixing cloth to another surfsce 

Attaching exclosure parts together 
Undiluted PVA !■ kept In ■ large tubs on the shelf next to the a ink. 
Smaller Jars of diluted PVA and mixture era on the flret ehelf of the esse 
unit. 



Methyl Cellulose !■ ■ vegcteble edhcslvs. It le in powdered form end 
auat ba added to cool water to make a trsnalurent eubetsnca. It is alow 
drying and does not hsve very strong bonding qualities, therefore, it it 
usually mixed with PVA to fake ■ mixture. 

Mixture le 50X PVA and 5Qt Hethyl Ctlluloss- It extendi PVA (and piste) 
■nd gives you sore time to work. See appendix for alxlng instruc t Sons . 

lis as for Mixture: Can be ueed for sny of the procedure! li«t for PVA, 
except tighten books in their cases. 

Psste is aada with either pre-cooked whest, rice or corn stsreh. Pre- 
cooked whest eterch ie sprinkled onto wste*» end beet until the desired 
consistency is resched. Uncooked stsreh is aixsd with vstsr end cooked to 
the desired consistency. Instructions for making uncooked and cooked piste 
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• re givtn by the ttudrnt aupetvlaor or a atudent who hae already learned 
t h I ■ procedure. Check ippendlx for recipes. 

feete cannot be kept f or * loni period becauaa It ttnda to mold eaally. 
Therefore, we add o-rheny 1 phenol (thymol can alio be uaed) during Chi 

final nCep. 

F«ete driee elowly, will atref:h and cockle papar, but ,t la eaally 
removed with water. 

Ueea fur paate: Cleaning ipinri of bookblocke 

Hinging In loon plate* and pegea 
Guarding aipnati ea with Jipmcic paper 
Repairing teara with Japaneae piper 
lacking fragile paper 



Working Tip* 



Heaeurlng 

Hera ere tevaral waya to detcralnc the dlatance between two polnta. 

Htaaure with a ruler . Thla w>>rke fina If tha aurfaca !■ flat. If you 
■re measuring a curved aurfaca, 1 e. the apina of ■ book, the ruler will allp 
anr* the Miiuitttnt wjll be Incorrect* 

Hark the aaaeureaent on a atrip of piper ind tranafar tha m*aawre«ent to 
the Material. 
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BRITTLE BOOK PROCEDURE FORM 



Plbliorrnphir f>ar*h fto^dure 



rhargp honk to (*iinM*rvat Inn 
search MSI, 

pull »11 relevant ed i t i oris/ volumes/cop ie« It charge 
to ConstTvat 1 on 

search OCl<C (and NUC as appropriate) 

search microform and reprint catalogs fa** river**) 
and list available replacements: 

!• publi i.brr/r.Ource^ 



( ) rep: int 
( ) microform 
( ) never edition 



?. pub! J-Mhcr/uourc* 



8 



( ) reprint 

( ) microform 

{ ) newer edition 

(for n,iii tibial nnurcca, *et reverse) 
I ] Prunn tfc, ( jta Icr, if appropriate 
( ] process 

( ) withdraw 

discharge k route to Cataloging 
{ ) brittle but intact: tip in disclaimer St discharge 
( ) replace with commercial copy: 

suttmit order card, bold book till replacement 
received, discharge, route both to Cataloging 

dn t e ordered received 

{ ) photocopy on PormnllTe: 

discharge; route original k photocopy 
to Cataloging 

( ) microfilm at Micrographics: 

roti In to Micrographics for filming - 



date sent 



returned 



firrcs); Ion Master Negative 

di«»li;»rre L route original & fiche to 
( ;t t a ) oj; i tiK ■ 

date sent 



WW 



ned 



report Master Negative: 
tin I e sent 

I | file procedure form in closed file 



■on Of raphi 



> 

r 
r 



serial* 



newspapers 



C 3 National flerister of Microform Mastrrc 

t 3 Guide to Microforms in Print 

t 3 Guide to Reprints 

t 3 Books on Demand 

t 3 International Bibliography of Reprints 

t 1 Book* Is Privt, British B1P 

t 3 National Begister of Microform Masters 

t 1 Guide to Microforms in Print 

C 3 Guide to Reprints 

t 3 Serials in Microform 

£ 3 other 

t 3 Newspapers in Microform 

t 3 newspapers on Microform a Special Collections 

C 3 Guide to Microforms in Print 

i 3 Serials in Microform 

C 3 other 



Additional sources listed below: 
3 publisher/source . 



$ 



4 publisher/source 



C 3 reprint 

C 3 microform 

C 3 newer edition 



$ 



& pub! ioher/source 



t 3 reprint 

I 3 mi r rofoiTn 

C 3 nrwrr edit ion 



t 3 reprint 

t 3 microform 

f 1 nrwer edit ion 
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PHOTORE PRODUCT ION DECISION FORM 



Call/ 

Oni>r No.; 



Author s 
Title: 



Dates 



0\ 



ACTION REQUESTED s 

Makes neg. lilm 

neg * t tche 



pos . film 
pos # I iche 



bind 

photocopy 



DISPOSITION: 

Target 

Originals 



Neg at ive: 

film 

f iche 



P»>n i t ive t 
film 
fiche 



Pages 

_ Collation Missing 

withdraw 
discard 

keep tn location 

annex 

other 



withdraw 
discard 
uncat. for 
cat. 

FilmM 



as is 
box 

wrapper 
envelope 



( iocat Inn) 



Master Preservation Copy 

Printing Master 

Film (service copy) 

(other location — 



service copy) 



withdraw 

d iscard 
uncat* for 
cat . 



(location) 



Film (service copy) 

(other location) 



Photocopy hind & cat. for _____ (location) 

i side 2 sides acid free 

other 



Se Lector/ in it iator 



Fund 



Date 



ERLC 
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MICROFORM CHARACTERISTICS 



Polar ity s 
Dimensions! 



positive 

m» (film) 

X cm (fiche) 

number 



Negative 



Reduction 
ratios 



Color s 



Emulsions 



monochrome 

color 

mixture 

silver halide 
vesicular 
diaxo 
other 



Generations 



first 

printing 

master 

service 

copy 

mixed 



Bases 

Comments/ 
Conditions 



X safety 



Date Filmed: 



Data Supplied bys Photographic Microforms 

Service Librarian 
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Varioas Institutions 



Flags for noting requisite treatment 



To: CONSERVATION OFFICE 

Fros: DEPARTMENT OF SPECIAL COLLECTIONS 



Initials 



Call Number 
Mam Entry 



Collection 



Other (specify; 



Please ^!iick rtqamt 
Evaluation 

Bindings 



Paper Repair 

Boards 

Recast 



Box/Housing (specify) 



Encapsulation 

Flatten 

Mildew _____ _ 

Insects __ 

Cradle 

Mac 



Other (specify) 
COMMENTS 




■C AUTION 

™*2AL TXXATMENT^ 






jgSS2Bl£ig3l< 

: Te B« Used Wftk SeeeiV ' ? 
V Ueeufraph DscWeo Slip 

" (Foes as E) tr ~T / 

• " * " ^.V-V •;, V*' 
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Book repair 



MINOS REPAIR 

psper hinges 

do not detach boards 

remount old spine? 

tighten hinges 

UM Old CAM 

endsheets - 

retain old endsheets 
nsw endsheets 

back - 

reattach super 

P*P«r - 

tip -in 

crompton tissue 
repair 

spins - 
rt size 
repair 
replace 

corners - 
resize 
stiffen 

other - 



Book Repair 

replete* spine 

new cloth under old 

new esse 

phsae box 

book wrapper 

tighten joints 
remount old spine 
use old esse 

new end sheets 
re sew 

partial reeew 

take down to be 

sent out 
leather treatment 

Special Attention 

Minimum 

replace super 

do not detstch bds. 

tip -in 

crompton tissue 

repair 
stiffen /resize comers 

other - 
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Issued Periodically for the Number 538 

information of the staff of the 
University Libraries 



ANNIVERSARY 

Oleta Edwards celebrates 25 years with the University Libraries on 
February 1. Congratulations! 

PRESERVATION AWARENESS MONTH 

February is Preservation Awareness Month in the 
UMC Libraries. The Preservation Committee has 
planned a series of articles, posters, bookmarks, 
and an audio-visual presentation to raise the 
awareness of staff and patrons to preservation 
concerns. The posters, which you will see 
displayed throughout the Libraries, were designed 
especially for us by Pat Marrin, whose cartoons 
have also appeared in the Missourian . 

The repeated audiovisual presentations scheduled for Thursday, February 
21, at 10:30 in the Conference Room and Friday, February 22, at 2:00 in 
Library Instruction Room 1 will include a videotape on proper handling 
of books from Southern Illinois University and a slide-tape presentation 
from the Library of Congress on planning a preservation program which 
will be a good introduction to the Preservation Self Study we will be 
undertaking in October of 1985. The auoio-visual program will also De 
made available to the branches, and another showing can be scheduled for 
Ellis if there is enough demand. 

The Preservation Self Study scheduled for the fall of 1985 is sponsored 
by the Association of Research Libraries and will guide us in examining 
in depth the state of our collections and facilities, analyzing what 
needs to be done to remedy the problems, and devising ways to implement 
changes. The consultants who will be providing expert help will be 
Carolyn Harris of Columbia University who is Chair of the Preservation 
of Library Materials Section of the American Library Association, and 
Duane Webster of the Office of Management Studies of ARL. 

One of the coals of the study is to increase preservation knowledge and 
awareness among the staff. To achieve that objective many staff nemoers 
will be involved on task forces. It promises to be an exciting and 
challenging time for us all as we tackle one of the most serious prob- 
lems confronting our libraries—that of our Deteriorating collections. 
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DISASTER WORKSHOPS 

The Preservation 
Department has been 
conducting a series of 
workshops on water-related 
disasters. Gay Walker, Head 
of the Preservation 
Department; Clsela Ncack, 
Head, Conservation Division; 
and Carla Montori, 
Preservation Management 
Intern in the Preservation 
Department, have given the 
workshop to the staffs of 
over 20 school and department 
libraries, as well as to 
several departnenta in 
Sterling* 

The presentation covers 
the nature of water-related 
emergencies, and how to be 
prepared for and cope with 
one. Special emphasis is 
l&ld on knowledge of the 
physical layout of the 
building, the organisation of 
the collection, and the staff 
lines of responsibility. In 
order to involve as much of 
the staff as possible, the 
workshops are held in the 
various libraries. Several 
books, ranging from the 
nerely damp to the thoroughly 
wet, are used to demonstrate 
libs handling of wet 
materials. 

The Preservation 
Department hopes that these 
disaster workshops will 
enable staff to cope 
independently with minor 
problems; the central staffs 
of both the Conservation and 
Preservation Divisions are 
always available fcr 
consultation, and for 
assistance with larger 
problems. 

Much of the material 
covered in the workshop 
presentation is summarized in 
tnt Yale University Library 1 s 
li£04 : 1zzsl£±2>1£ flctlcn 
This booklet s*ts 



YALE OIXVEtSITV: f roe Ytlt Bilvtrslty Ubrary Staff Me*s 

out the basic procedure tc 
follow in case of an 
emergency, and provides a 
good working outline for 
developing local 
disaster-prevention and 
recovery plans. It has been 
distributed to all 
departments for inclusion in 
the Library Procedures Manual 
(Section B-12). Extra copies 
are available from Molly 
Schubert in the Librarian 1 * 
Office. 

The Preservation 
Department will be giving 
workshops on other topics 
this spring. These include: 
Introduction to Preservation, 
Commercial Binding, Minor 
Repairs of Library Materials, 
and Brittle Books Procedures. 
Notification and sign- up 
sheets will be sent to school 
and department libraries. 
Anyone with questions about 
the workshops can call Carla 
Montori at 6-S176* 

-Carla Montcri, 
Preservation Mgt. 
Intern 
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CONSERVATION NEWS 



A new Conservation Advisory Group has been formed to help channel advice and 
suggestions to the Conservation Office from other departments and branches in 
the University Libraries' system. At the request of the Conservation Officer, 
* the Group is working on revising the Disaster Response Plan for the libraries. 

The Group.whose members are Ella Harsin, Harry Hull, Carol Rudisell, Rocky 
Nilan, David Rozkuszka, Karin Eckelmeyer, Judy Mader-Mattimoe, Don Intersimone 
and Phil Leighton, as well as the Conservation office staff. have organized 
themselves into two working committees - disaster prevention and disaster 
action. When <;he written plan is ready 1t will be distributed and widely 
advertised. The plan will take into consideration only the contents of the 
libraries and will be coordinated with the disaster response planning being 
undertaken by Roy Stampfli which addresses people and facilities. 



As part of the program to help branch libraries evaluate their conservat.on reeds, 
and to try to help them meet these needs and concerns, the Conservation Office 
this past year has undertaker, two collection surveys in branch libraries - one 
in Branner Earth Sciences and the other in the Cubberley Education Library. In 
both cases special portions of 'he collections were examined book by book to 
determine condition. Each book was slipped with the Conservation Office analysis 
of the treatment required by that particular volume. Suggestions were made for 
rehousing and/or changing environmental stresses, and a final report written 
outlining an organized way in which the collection could be treated. 

Treatment varies from phase boxing, to leather dressing, to conservation repair 
and/or rebinding, either by the workshop staff or by commercial rebinding. Branner 
Library is now sending small numbers of material at pre-arranged times to the 
Conservation Workshop for treatment. Over the next few years progress will be 
made in that particular special collection. 

In October the Conservation Office will be scheduling its branch visits for the 
coming year. If branch librarians are interested in consultations they may 
contact the Conservation Office for more information. 

Sally Buchanan (Conservation Office) 
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MAtVJttO UIIIVEISITY: fro« HUl Notes 

Update on Preservation 



Number 6 

"Update on Preservation" is art occasional colvjm sponsored by the University Library 
Preservation Committee. Its purpose is to bring notes of interest from the fields 
of preservation and conservation to the attention of HUL Notes readers. Information 
is compiled by Doris Freitag and Ann Sva:'t::elZ s who welcome suggestions and* queries. 
This article, the sixth in the series, ms written by Richard Haas $ Records Manage- 
ment Officer in the Harvard University Archives. 

Records Management 

The traditional Records Management Program is concerned primarily with informa- 
tion economy, efficiency, and conformity with law. To accomplish this, the 
Records Manager monitors the life cycle of records, from creation through disposi- 
tion, always concerned with record proliferation, the proper disposition of 
obsolete records, and the legal require ?n\.$ affecting records keeping. These 
programs have proven to be very valuable to many corporations, governmental 
agencies, financial institutions, and, more recently, colleges and universities. 

Although some non-academic institutions have demonstrated their concern for recording 
their history by establishing an archives or by donating records to archival reposi- 
tories, many have not. Academic institutions, on the other hand, have a far 
greater inherent respect for the preservation of their past, as well as concern 
with the more pragmatic aspects of records management. Recording the history of 
individual colleges and universities is best accomplished by the preservation of 
the small amount of institutional records considered to be historical, primary 
source material. To differentiate these records from those of short-term value 
is one of the important functions of the Records Management Program of th° Harvard 
University Archives, 

Once "official" records of permanent historical ;*nd administrative value have 
been identified, we actively work with the origiiating office through workshops, 
written guideline.:;, and persona; contacts on the proper storage and preservation 
of records, prior to their transfer to an archival repository. This involves 
addressing the requirements of not only paper records, but also those products 
of "new technologies": film, fiche, magnetic tape, COM, disk, and photodupiication. 
As a part of this process, the Records Management Program intends to work closely 
with the University Library's Preservation Committee and the Library's preservation 
staff. 

The goal of the Records Management Program is to assist the University in the 
efficient maintenance of its information resources while allowing for the complete 
documentation of its history. To achieve this, we must combine the traditional 
skills of archivists and librarians with the more pragmatic skills of the records 
manager, and employ both effectively. 



HUL VOTES, a weekly newsletter for the University Libraru sta** is vubV^ed 
every rnursday by the Office cf the Director of the* University libra 
The editor is ^^r.ela !%atz, Wadsworth House, 49 5-? e 50. 
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OF CONNECTICUT LIBRARIES 



August 19, 1983 



BRITTLE BOOKS: . HOW BAD IS IT? 

TJZHLStZTU? T'J" l ;^ i¥ ■ rSity ' , l!briry C8,, *« i0 " «•» und.rt.k.n to d.t.rmin. 
It l2 \SSTU^L "mpr.h.nsiv. and statistically significant surv.y 

i-ISi JT! ■ tt " m P t,d - WM wpportsd by the- National Endowmsnt for the Hu- 
£22" r" - °° k thr " te complsts- A ranoom sampling of approximately 

bean ^-SSS'JELTS ,r r„ BV * ry ' ib ? ry i0 tfta V4, » »y*fm, conf 5L wh. hi, 
f"cJdTf«?tJK ch « n, T » our docum.nt.ry resources ar. to b. 

E^I? otolMon. Th. graph r.producad bilow ihould put to rnt ai! eharccs 

that th. preservation community is guilty of hietrionic. and tdl. .peculation. 




K a aping in mind 
that all matariai* 
that fa!! undar 
tha arch formad 
by tha thrtt 
piottad Unas ara 
too brittSa to 
handla without 
risk of damaging 
tham f this graph 
talis us soma 
int a resting 
things: 



■^m'mIm * , " W— " ' 

'mIKSSII m !uM* C I Ur " d ,r ° Und 1600 l * S° od fP«P« r '"-nufactur.d 

ESTszi lt ir L r °* "r^.t^l.f^jr.Tin In h r. r/STt ; 

h.gh as 40% for thos. printed, toward th. and of th. aightaanth cantury. 
. 1800 marks th. bsginning of . sharp daclin. in p.p.r quality a tr.nd that 

frzsz "5 c, r tu «nV\ on : >n^.L k ^ u™t>£VZz 

iL.r tm, y % ° f " post " 1860 im P"™ »™P^ «ra printad on br «ia 

pap.r. This high percentage incr.asas ov.r th. naxt couple of decades .„S 
doasn't drop sharply until b.twa.n 1940 and 1950. Shades, and 

' ?n7t\Z e >L P6St ~ 1U0a P " P,rS ° f "° hiflh,r « u » nt V th«a that pr.-data 
arlL 2 f!;^! ,Jip " Ct W * Pap,ri that l00k S° 0£3 0" »• r.ght sid? of th! 
graph to aahibit a very h.gh d.grt. of ambritnement ov.r tim. In fact L * 
.xpactal. three p,ott.o Unas to arc high.r and high.r tow ds 100% .mbriTtl.! 
mant as our library mat.rials continue to aga. Only .ariy oaoars and th- ,, 
P.rc.ntag. 0 f acid-fra. p.p.rs that hav. been m* tX t£^^l^JZ? 
strong and flaxibla, and countar this trand. ' r * mam 

' ^I^Tv JSL 0 ' ?• ". mplt ° f mit » ri > ,s P""t«<» ouring th. 1940s and '50s 
• ir.ady exhibits a h.gh degree of ambrittlam.nt. Th. useful shelf | it . fl , L., n 
papers, then, is often no more than thirty to forty yea"! 

JmlJ^Li'T™ f " tUr " ° f Va " ,S ,,nd,n « B 15 ff,at th ^ »" ^idence of th. 

mwtanc. of eonv.nc.ng publishers to use acid-free papers, and the urgency of com 
mit.ng resource to library pres.rv.t.on program,. {L Merrill-Oldham ) * 
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Southern Illinois 
University at Caxbondale 
Carbondale, Illinois 62901 

Morris Library 



June 11, 1981 



TO: Department and Divison Heads 

FROM: Carolyn Morrow, Conservation Librarian 

SUBJECT: possible infestation of silver fish 

A book and paper eating insect, the silver! ish, has been captured on 
the seventh floor — presumably among material brought up frcra Humanities. 

Please be on the lookout for these creatures, as a full-scale infestation 
could be very damaging and difficult to control. 

Silverf ish are very swift and move around 
mostly at night so they are difficult to 

detect. They are pale and segmented with \ 

long antennas and usually grow to about \ 

1 cm in length. Silverfish do not bore \ 

tunnels in paper like "bookworms" (beetles \ 

in the larval stage) but skim the surface, \ 

creating grooves and obliterating printing. ) 

Actually, it is the siting they are after, aC?L/^ 

though they are also fond of paste on the / e f^Sl 

spines and starch on the covers of books. jrL7*~fa 

Visit the Conservation lab if you would /t^/ { 

like to see one. P^Tl 

Please alert your siaff and report Py 
any silverfish you see to me. Or if jfj| 
you see any fresh damage. 




cc: Dale Cluff 
Art Lcgue 
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Preservation and Conservation: Clinic, Exhibit 

Preservation and conservation are the themes of the latest Widener Library 
exhibit and an upcoming workshop by Allan J, Thenen, Taper Conservator. Mr, 
Thenen will conduct a paper repair workshop for library staff members on 
Thursday, 19 March, from 2-4:30 in the bindery of the Andovcr-Harvnrd Theo- 
logical Library. Tiie workshop is open to all library personnel; however, 
space is limited to ten participants. Those interested should leave a mes- 
sage for Doris Freitag, Book Conservator in the University Library, at 
Wadsworth House 5-3650. 

The exhibit, "Keeping Harvard's Books: Preserving Information, Conserving 
the Artifact," originally prepared last spring by Mrs. Freitag in honor of 
Edwin E. Williams, is again on display in Widener Library. A review of this 
exhibit by Sam Ellenport of Ilarcourt Bindery, Inc., will appear in the March 
1981 issue of Library Scena. The exhibit, says Mr. Ellenport, "remains with- 
out a doubt a tour de force of organization and presentation. . . . Unlike 
most of the exhibits about preservation and conservation which I have seen, 
this one dies not depend upon the dramatic, striking examples of rarities 
found within a collection to attract one's attention. ... By presenting 
examples of problems found in any library, and showing the means by which 
they may be approached and possibly solved, Ms. Freitag has created a pre- 
sentation that focuses on the common problems [with] which most users of li- 
braries are . , . unfamiliar." Mr. Hllenport describes the exhibit in detail. 
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Preservation/Conservation Workshops 

Doris C. Freitag, Book Conservator in the University Library, will conduct 
two workshops on "The Preservation and Conservation of Library Materials" 
for members of the University Library staff. The workshops are in two parts: 
a theoretical discussion, which will be held in the Pfeiffer Room at the 
Divinity School, and a practical demonstration, which will be held in the 
Conservation Bindery in the Andover-Harvard Library. 

The dates for Workshop I are 13 and 20 November. Workshop II will be held 
on 4 and 11 December. All sessions begin at 9 a.m. and will last until 
approximately 1 p.m. Because space in the Bindery is limited, enrollment 
r.uist be limited to ten participants in each session. Interested staff mem- 
bers may sign up by calling Wadsworth House, 5-365C. 
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INDIVIDUAL TRAINING SESSIONS \ 

IN LIBRARY CONSERVATION, COLLECTIONS MAINTENANCE,! 

AND BOOK REPAIR .' 
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Workshops being held by ICCP around the state are providing basic information on con- 
servation and preservation problems and specific information on preventative mainten- 
ance for library collections. Demonstrations of simple conservation and book repair 
techniques conducted at the workshops allow participants to observe solutions that can 
be applied in the local library. However, participants attending workshops frequently 
have commented on the need for further hands-on training for an appropriate member of 
the staff. To meet this need, ICCP is offering an opportunity for intensive individual 
training, tailored to a specific library. In contrast to the workshop experience, the 
individual training sessions enable the trainee to acquire an artillery of basic skills 
and develop efficient work habits and experience in decision-making. Training is pro- 
vided by ICCP staff using the facilities of Morris Library's conservation lab. Durinq 
ICCP's grant period the training session is free. The participating library covers th* 
cost of transportation to and from Carbondale, accommodations and meals. Depending on 
the needs of the participating library, sessions can last from one to five days. Typ- 
ically, a session would include in-depth, one-to-one training in: 

1] BOOK REPAIR TECHNIQUES for circulating collections, including tightening hinges, 
replacing torn endsheets, rebacking, mending torn headcaps and recasing detached 
book blocks into their original covers. 

2] MAINTENANCE TECHNIQUES such as simple binding for paperbacks and pamphlets; encap- 
sulation of flat paper materials; and paper flattening, cleaning and mending. 

3] CONS:RVATION TECHNIQUES for rare, unique, or local history materials,, including 
proper storage, refurbishing, construction of custom protective boxes and port- 
folios, and treatment of bound leather volumnes. 

4] EQUIPMENT, TOOLS, AND SUPPLIES needed; prices and suppliers; setting up a work- 
station; cost of treatments and workflow. 

Training is tailored to the needs of the specific library collection and the responsib- 
ilities of the trainee. Additional topics are covered if appropriate, such as efficient 
use of commercial binding services, proper exhibition mounting, or developing a brittle 
book replacement program. 
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FOR FURTHER INFORMATION AND TO SCHEDULE AN INDIVIDUAL TRAINING SESSION, CONTACT THE 

Illinois Cooperative Conservation Program c/o Morris Library, southern Illinois uni- 
versity. Carbondale, Illinois 62901 [618] 453-5122 



mmjOj in pw b* i/XA ' i lit i 



BEST COPY AVAILABLE 



0 

ERIC 



74 



124 



- 1BP . PRINCETON yilVEISITY 

CARE AND HANDLING OF 4 L J 

A basic sheet available in General 

DO'S AND DON'TS Reference and handed out to the 600 

freshman each semester during library 

and conservation orientation. 



, Shelve books upright, not on foredge. Correctly shelved books are snug 
enough to stand up and support one another but loose enough to be easily re- 
moved from the shelf. 

Do not remove books from the shelf by pulling; on the spine with your 
finger. Push in the books on either side of the one you want and then remove 
your selection by [rasping it on each sidj of the covering. 

Avoid fli p -flopping. Use a book end and keep the books tight. Standing 
Oi. one board weakens the structure (especially the hinge) of the book. 

Oversized books should be shelved laying on their sides, in order to 
prevent straining the binding. 

Do not undertake any mending yourself. Do not use pressure sensitive 
tape or unknown adhesives — they are extremely difficult to remove. Any 
items needing attention should be forwuraed to Conservation Services. We have 
the people and supplies to do the job quickly and carefully. 

Avoid pressing books down onto the photocopier. Select a copier with a 
plate at the side of the machine, so that the book can hang over the edge of 
the copier. Oversewn and brittle books are readily damaged by pressing too 
hard. Brittle books should not be copied whenever possible. 

Do not carry a large vile of books in your arms, use a book truck to 
avoid damage from dropping. 

,Do not pile books on the floor, u se a book truck, or better yet, shelving 
(which should be at least 4" off of the floor). Should there be even minimal 
water seepage or leakage, books on the floor can be quickly and seriously 
damaged. 

Food and b everages may encourage the growth of pests and vermin, be 
careful where you store and consume food. Spills and crumbs may stain and 
damage books and paper. Keep food and beverages in designated areas and 
not in stacks, carrels, or work spaces. 

Excessive hea t (over 70°F) and light (close fluorescent fixtures or sun 
light) will increas e the rate at which library materials deteriorate . Do not 
place materials over radiators or near fluorescent lights or sunlit windows. 

Open stiff books carefully, do not force the boards or pages open: it 
may break the back of the contents and hasten its deterioration . 

Basic house keeping is important; a neat and clean work place helps to 
prevent accidents and reduces the deterioration of books and paper from soiling. 






Conservation Services 
Fall 1983 
B-17-E 
Phone: 4473 



Princeton University library 



QOLUMIA MIVEISITY: Plistic big to protect books on roiny days 



Columbia University 




Proridtd with tht Aufrtra erf Ockcr & Tripp library Blndciy 

Libraries 
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care and handling or lirrary materials 

A User's Guide to Preserving 
the Yale University Library's Resesrch Collectione 



The Yale University Library la the second lergeet unlverelty library In tha 
UnitL-J States, with over eight Billion vuluui. It la also on* of the oldest 
academic libraries in tha country* This collection of research material la 
essential to tha continuing development of tha University. 

We ask that you, tha user ot tna library* sssist la the effort to prceerve 
thin important research collection by taking proper care of the materials you use. 
Pleas* observe the fallowing guidelines. 

Thank you. 



CAJiE AND KANDlIi*G 

Handle books with cars, especlslly if ths paper la brittle. 

A well -hound book will open flat and Stay open. Many book a , however, will 
not lie fiat ana in.* J to ba hald open with two Hands. Do not force a book open 
or use a heavy object to keep lC open. 

Others will want to uaa the same material, Do not fold pages or mutilate the 

book. Do nut mark it in any way. If you find torn pages or if pages are missing, 
please bring It to the attention of a librarian. 

Du. not turn down tha corner of a page to aark your piece. A cre-.ee In the 
p.tge Is permanent; if tha paper ie brittle, the corner you fold over will break off. 
Do not ufcK any bulky object as a place mark. Anything which preventa the book 
from closing properly* strslna it. Uss * ellp of paper to mark your place* 

Do not eat or drink while uelng i lbrery materiala. Crumbft of food or epllled 
liquids stain pages and attract insects. Keep books clean. 

Da not uss paper clips or rubber bands on book*. Paper clipe can crimp end 
tear paper; rubber bands will crumplm paper. 



SHELVING 

Pulling a book fruq the shelf by tugging at the top of the binding can tear 
the cover's spines. Instead, puah thm bocks on either eide slightly back, graap 
the book yuu want in the middle of tha spina, and slide it off the shelf. 

When you remove a book from the ahelf, teke thm time to adjust tha book end . 
&t>oks that are too loosely shelved will slump over or eplay open, which will 
weaken or distort the binding. 

ie careful when removing heavy or oversized items from the shelf. Do not 
bang the top or cornets of the cover on :he shelf* 




PHOTOCOPY IHG 



Photocopying psgss of e book can pur. great stress on Its binding. The problem 
of obtelning a clear lmags ia evade worse when books ara published with narrow inner 
margin a or whan reblrsding has reduced that margin even further. 

Da not force s book open or mash it flat to photocopy facing pages. Hany 
b">oks are not flexible enough to wlthstend being opened 180° end will respond by 
cracking in half. Copy one page at a tlaia, being cereful to euppurt the book eL 
mil times. 

Piece the book on thm glasa surface carefully so pagae do not crumple* Page* 
accidentally crumpled may craeee or break, even under light pressure. Brittle 
peper crumbles easily, even whan handled carefully. 



KICROPORKS 

Micro forma maka up ea incraeelngly large percetntege of library collections* 
Give them the epeclai care they require. 

Handle microforms by the mdgse* Flngsrprlnta will damage tha filer by depositing 
oils on thm film surface. Fingerprints mod scratches may obliterate the iautgs. 
Remember that damage which is Invisible or ineignlf icanc to the naked *ye may 
becomm a major problem whan thm text Is enlarged for reading. 

If a film jama or tear a during uaa, leave it in the microfilm reader and 
contact a etaff member. 



AT-UOHE USE OF LIBRARY MATERIALS 

Tsks care of the mater isle you taks out of the librsry. Heat t sunlight, and 
humidity are damaging to books* Do not keep them on a vlndowslll or near a radiator. 
Soma materiala ara irreplaceable; ell should be taken good car • of* 



RfSFAXl 

The repair of library materials requires skill and training. Well-eeent but 
lll-edvi»ed repelre often do mora harm then good. Do not atteept any repair 
yourself, Pleeee refer all materiel in need of repair to a librarian. 



Yale Univerelty Librery 
Preeervetlon Department 
1984 
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Virious Institutions: Boofcaarfcs 




Save a Book 
Help mservz 
t& amtionfor 
Jutm users. 



1 Handle ♦roqt^« moWf»oiS 
*nth special cere 

2 fiemove Doofcs from f he 
sr>etf without putltn<5 them 
0* fh< top o* the $p«ne 

3 fip4fam from making noiei 
Or yndeflTung f n liprary 
000*1 

4 Photocopy Only wnen 
necessary Do not apply 
pressure to Book spines 
when copying 

& Ob$«fve library restric- 
tions on food and dnnit 

6 Seport damaqe so <t can 
&e repaired 

UNIVERSE QP MICHIGAN 
t ;BRARl£S 




STANFORD UNIVERSITY 
LIBRARIES 
art cowirtid to the 
CONSERVATION 
of 

LIBRARY MATERIALS 
^ swees sas maeeae 
Pleas* Help By: 



1 . Handling our uny 
materials with care. 

2. Reaoving books trcm 
•helvee without pulling 
tha at the top of tha 
•pint . 

3 . Abstaining from 
food and drink while 
using library material. 

A. Refraining frost tha 
use of psper clips and 
marking pena on books. 

5. Photocopying, if 
necessary . without 
preailng bound material 
flat. 

6. Reporting damage so 
ie can be repaired. 



PLEASE CARE! 




FEBRUARY ' 
IS 

PRESERVATION 
MONTH 
AT 
IfC 
LIBRARIES 



U1C PRESERVATION 
COMMITTEE, 19 



DANGER 



highlighting 



food and ! 
drink 



r 




mutilation 



dogears 




will ruin our books. 

Keep them in good shape 
for {he next reader. 



Thank you. 

The General Libraries 

University of Texas/Austin 
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1 CUWIAMlKMUCUMAffr 

' FOR lUi Of RfSCAACN UKARY 

i • • ■ 




i *fc^aa^auurtaiaa»aa«».,* 

^i; D* m «y tMaaiffu. 



•yeWim i mill wiWdwibw * 

^ft2f«^# al *t#*#*f «** Ham r\ v 




rot the nucswAnoer or thx uatuial, 

U Kaa only ga^cils for taking note* 
aod/or laklag akaccnea. 3o hoc um 
Ink of lay kind. 

2. Do got gate craciaga of any of cha 
tlluatracioas or piccorial aateriai. 



Keeg all sgcerial either flat eg cha 
table or vail supported . You ara 
rao^eetad to fit ac ooa of the 
cables In che Art h Daeigu Library 
reading room, not ac one of tha 
aaall atudy carraia. 

Re euro all aacerlala eo tha Art a 
Deeiga Library aerrlea daak before 
you leert. If you viah to uaa Cba 
tana aacerlel later cba laaei day, 
infora the service desk atteada&t, 
who will keep cba iceaai at tha deak 
for you. 



PSOTOCOmUC: Macarlal mmy ba Xeroxed 
oaly ac cba dlocreciou of cba Arc a 
Seaign Library. If a icaff taenfeer feel* 
there la any chaace of daaag*, pboto- 
dupllcacloa will boc ba poealble. 

Tha itwict daak attendant will fill out 
cba necessary for* for copying "Heatrict 
ed M notarial, A acaf f aeajber will take 
your ordar co cha copy can car oa cba 
fine floor wh*re you will pay 5c par 
copy. (You should allow several boura 
between placing your ordar and going to 
cba copy caacar co pick it up) . 



j o 
u 2 

a- h 




Library Building Hours: 



4 j m -10 b m 



Th«# fXH,r» jcxit* om* ro ?f» *c*d»**«: ve#/ 

WWW r Ail Mfc^tM tor Li>fCKlJt* irtftyrm*. 

»»0* on t>w.id,f^ noun *n0 « t t »H tor tf»# 
H©W1 v*r*Ow» >*n>**t */» («<n«OM 



tii f>r af»n« wtrf*f tf>tm 

trm o »> 04tM V<y« tt**m 
*tlW* fn*«w fO *fl <V flrftV 



ti«ROi* invm cM«ruiiv mtft c;#*n f 
tnn« u«m«f«d or «rt*n*« <-ttm4 to m# 
L'*# i rlii K»*mjrfc ro ^ p4«c* 



c#4i«n4tt<d r<M 
f Jiin< U(tfi«.r^ StwCv Room 

T«tfc,*j j»'4X* nvti <rm Crfiuo ^tUOV loomt 
4 no «o**n«i c£xr>*f>4<*on c*#tv wo rtw 
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rwvmitv 
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PROTECT 
your books 
from rain 
by 



covering 
or 

wrapping 
them 



Water damages 
booh and causes 
mold and mildew 



1 



Hcip piTMfv* our library 
coUfehom. the k*y to H* 
CoWbu tradition 



REMOVING 
"BOOKS TROM 
THE SHELF; 



* Slid* back those on f if her 
tide of the one you want 

# Crisp books in the 
middle ok fhe spine 

• Don't puii from the top 




J 



Help prrwrrv* our library 
cdi#ctKW the *ey fo fht 
Columbia rradihon 



SOME PRECAUTIONS 
for ptffom or 
THE HOOVER IKSmunON 
ARCHIVES 



T» »t « — 1 ! ■ IN M H K M Of tft« 

*»>'T UttiuciM vcn**« tar 
> r— wi Mi fwimrc tMifttUM of 
NNliMi nun a » ir v cm (ai« 
Unriaa, ila*U prtcMUMf 

I. *attft ■ MMf «( t*c icalf 
UMMlAtaif U raa r*catv» aaiarl- 
■I w*ie* ia enMaiiaa «r fcrutla. 



2. <Mil| tWWMU caratwilr %4sm 

rgcuniaa. cfiaa ta tNU arlalaal 

faaitlaa* IB f«i«4C« ||t/H tma. 

S. T—4 m4 irlftk, La JHMltlM ta 
mc race UK laaacta, aar Mala aaaa- 
aaaca. Tftaaa auaataacaa ara aat 
■i&aa a e la tfta *ra*i«aa, 

*• »n aa aaaaaaraa mmly tfta alia* 
at aaaar «ftlaa tbm axtklvaa will afa* 
vtaa lar raa- Otaar H]Kti, awe* aa 
aaaci;t MM aaaaaa lAMj. caaaa caaala- 
«»»!• ttraaa. JUaa, «a*at "aam asr N 



J. 
M»«a 
at mm 



rraa viu ■ »aac 



• or Ma* 
vary narttCai ca 



I. aa aat uaa fataacaia paa* «1)aca*c 
ta Areftivaa Mtirula aa aaaM j «r tfta 
aaaaar af iaa taafca— . 

Da aat alaaa yaaf m aaaar aa taa 
af a iaaaaaMt at la a aaaa mwm taaiaa; 
if taa araaaura fraa raw writ iaa 



I. tfeaa ftaaaULat t*a*atfaa*« *r fUa, 
uaa taa «anta cat taa giavaa Male ft ara 
aaaUaala La taa antia »iaaai mm. 



CRUMBS AND SPIUS 
DIRTY AND 
DAMAGE BOOKS 




- . „.^4Ma. •_^*>-r 



**** « • *- - 
a*t. t. Li Sj+f. 4, jy a y ajl*+ 

:^^jsW£ «r tfJ'ii^; 

ir'^'you've 'finished J^»' 
y^friodingli hoi 



% Haip r - — ^ — r > ^ v 

cpLtaxlajna. tne key to the 
Cokanb&a tndiha» 



A Morsel from (he 
University of New 
Hampshire Library 

For coefcroacrws . Antl JMXJ 

You" i#ffov#fi m*k» t taaty &$h 
vow acc$# cortt and crusLi ot 

Aiwa tn# rats to tta> tvt^ fed. 
And >n « &ui»dmg ot !ftif sjii 
You/ car* eoud na« to 

Tha) i.ifla pairs we can'f d*v#n 
from (inking Cooftj make grtat 
tia*Mff 

W# try to c;«an Dul r>#ec youf 

To siame (ha dtne v«vm*n ool 
We ve ai*acs Detore tx* you 
rgnora 

The *xpt m« p^ace £jy twy 
doty 

TNs itme mm rooe you n n«Mo 

our caa 
Fo/ •! you oon t you coon may 

tee 

that **art ytxj va fcad yOur 

coftaa D?ea*t 
VOU' S*/ldM»crfl. yOOf OtaXTf of 

caae 

A/>d fti^M Mifl i fi/arv ooox 
You r#ao to oats a course vou 

'l CT*n .| and *fxy* you ft 



80 



131 




THE 

M.l.T. LIBRARIES 
NEED YOUR HELP 
TO KEEP OUR 
MATERIAL IN 
GOOD CONDITION 
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READER EDUCATION: MESSAGES IN BOOKS 



Various Institutions 



University of Connecticut: for books en 
reserve 



ThH book is extremely fragile and musf be 
handled with care so thai it does not become 
more damaged before the Library is able to 
send it to a commercial binder. 

Please open and close the volume carefully, 
keep loose pates tn order, and return to a ser- 
vice desk attendant rather than using a 
book drop. 

Thank you for helping to preserve the Univer- 
sity's research collections. 



bSS" 1 ^ ° f Cawiactic uti Z°r brittle 



This book paper is highly *cid»c due to the 
methods and ingredients used in its manufac- 
ture As a result it has become bntile with age. 
Please htndlt with care so that information 
*ill not be lost to future readers. 

A long-range goal of the Library is to pur- 
chase an acid^ free repnnf or microform copy 
to replace this volume, or to reproduce it m- 
house on and- free paper. 

Thank you for helping to preserve the Univer- 
sity's research collections. 




STANFORD 



NOTE TO THE READER 
FRAGILE 

THE PAPER IN THIS VOLUME IS BRITT1E 

PLEASE HANDLE WITH CARE 



ERIC 




University of Connecticut: 
pnasc boxes 



for books in 



This fragil* volume has been placed in a custom- 
made box because its special features would be 
destroyed by commercial rrbinding. Please handle 
it carefully and return it to the box alter use. to 
that readers can continue to appreciate its original 
format. 

Thank you for helping to preserve the University's 
research collections. 



University of Connecticut: 
mutilated art books 



for 



A number of illustrations 
have been removed from this 
volume. Since It Is impossible 
to replace this book, photo 
copies of the missing illustra- 
tions have been substituted 
for the original illustrations. If 
you need a color illustration, 
see other works on the artist 
or consult the staff of the Art 
& Design Library. 




PLEASE HELP US P> 



ERVE THESE COLLECTIONS 



Many voluntas m The Rwsarcn Libraries are scarce or in 
fragile condition and flifficuit or impossible to replace Trie 
Library requests mat you open tni$ volume and turn the 
pages with great care. Return u to the protectee wrapper 
if There it one. With your nei- it can &e given to the next 
reader with minimum further deterioration 
Pace-down copying of this volume is not permitted Pfease 
asK a librarian to suggest alternatives 



The New York 
Public Library 
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SOUTHERN ILLINOIS UNIVERSITY 

The Cairo Evening Citi2en Friday, April 9, 1976 



SIl Gives Preservation Tips 

Paper Treasures Could; be Lost to Rot 

-* e r^.. \- .* »'«HWr' '.,v '; ' : " - " « ' 

FROMSIU, % pnduee-free sulfuric tad. It^kaowltdge' and appreciation ' of from mold, be eaten' away by:-;. 

\ewi Service V' resulted ta papers that deeom- library materials will be in graat. insects, destroyed by sulfuric 1 ' • 

CARBOND ALE ^ It tbere^ pote V faster-, thmnv" those demand la the very near future. acid, deteriorated by tern* a 
anyone who doesn't* have a' manufactured before the middle/ We rust persuade publishers to 'perature and humidity and bitten 

4 V print * finer quality rag paper/ to Utters by humans." \ */;V^ *i\ 



personal treasure tied . up Via 'of the Ifth century; * 



paper? -An old family^ Bible, S^ Sowtiatcanthe average person^ an<| w* must treat our valuable y Miss Clark has put together i* £ 
genealogical tracing/ family" do to help prolong the lift op documents and books* with' \ display on conserving coUec-^.*'; 
letters. irreplaceable, keepsakes?* Several things, ac* greater care. 11 - ~ u tables. Zt will be bo exhibit in~^; 

cording to Miss Clark. •*rr' ' »>^ r /. otherwise, it iot«rs/much of ' Monii Library's- main hall 



documents? 

Chances are they aren't going 
to last through as ' many 
generations as you had hoped. In adhesive tape fbotch tape'} to 
a shorter tune than you might repair or display a valuable 
think, i bey may limply crumble paper/* It can be removed with a 
to the touch. ' chemical solvent, but will leave 

And what about Libraries? Are. brown : sUlns £ which are not 
their books and magannes also removable." <i? -y 
doomed to fall apart? • >■ 1 • "Valuable materials should 

TOe answer to that, sad to say, . also be protected from extreme 
is a qualified yes. And according - temperature, humidity, pollution 
■ to Carolyn Clark,' of Southern . and light** Studies have ' in-, 
. Illinois University-Carbondale's dlcuted/r'ahe- notea^-vthat a 
Morris Library', the decay rate /temperature^ from 50 to 70 
will be higher for documents and degrees and a relative humidity 
books printed oo any of the many: of 50 per^cent are optima] for 
widely -used ' inferior papers . book and paper storage?*. *r . 
manufactured after UHL jrvtsS*!** Libraries,- of -course,- have 

The ramifications of that special problems because they 
statement are • staggering/ have so many paper products to 
especially when one considers the care for and must contend with 
millions of books in private and constant ^ t handling ' 1 > and 
public libraries and the personal mistreatment*- by some 
memorabilia tucked away in borrowers .',;/>a" V* >-y"^* " v : « 
thousands of family attics..: L£.V Problems that libraries face 

The paper that letter* are being include' improper* binding; 
written on, that books are temperature control throughout 
published on. that documents are the library; bookworm damage 
printed on, comes in many dif- (*Tbe paper and glue offer a rich 
ferent weights and stocks. But no feist to a variety of insects, 
natter how heavy the weight or rodents, worms, liiardsor beasts 
glossy the finish, most of them of any kind."); careless handling 
are destined to deteriorate by borrowers ("bending covers 
rapidly. That's because of tbe back too far, forcing a book open 
discovery and use of ground wood to photo-copy something, bending 
palp paper. page corners, putting pens, 

Eefore 1350. paper was made pencils and rules in to mark a 
from new linen or cotton fibers- place. making marginal 
teng rag fibers that produced notations until the page is full of 
srrong paper. But with the graffiti**); book drops; improper 
demand for more and cheaper shelving ("Books shouldn't 
paper, the invention of a paper- lean."); and, would you believe, 
r.ak;rg machine and book biting ("Human teeth 
technological advances in the marks are not uncommon."). In 
pr.n::r.g industry, a new process addition, there is intentional 
produced which resulted in mutilation, like ripping out 
a <oi\. short-fibered. relatively pages. 

upjk pulp which could easaly be Preventive maintenance for 
pr.med on. libraries includes proper en- 

vironmental controls, protective 
In uodmon. ros:n was in- storage, good housekeeping and 
trocuced to paper-making as minor repairs. "Beyond thai." 
*;ang to give the paper a surface says Miss Clark, "the treatment 
tnat accepts ink. Before that of items should be left to a 
time, gelatin or animal sizing had 
been u>t»d in combination with 



appears, much of ' Morris Library 'a- main 
•TirstofaL/'sbesays^'donot/'our heritage is foing to rot away through the spring semester: 
usee pressure-sensitive . or*r^ '~ — ■ — ^ <~- ■ — - 



l^-ne new combination of rosin 
a!-j— creared a nasty side- 



professional. 

"Person trained in paper and 
book restoration who also have a 
sound understanding of the 

principles of conservation and 
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in f* ililt. and Mr aeftr* l»r a*' 
Itonal pr«wero t* f nornwMd 

A ftuf«f pr*>M#m *he wr» i« 
thrrr arc rffi lew rained bat ro#- 
srrvston 1 rrN»M(i i give m run hf- 
rre b*i I *anW is* the* . are tern iku 
two Acrrn 

"*r arr «* a iwrwrd profe^iMOi 
*t do mn Uvr errtiftcatXJft 

TVr* t» <w mmwi pr*tr*m hi 
teaH rnrnmiinw at rotnmoij liMver 
im And there are thrre gradvatr pro* 
IT arm m an conservation »herv vwj 
mav runrrmrate on {w*i \n the Ijaurd 
Suif) **c wid 

iwH there are no docinral 
Xfgran* <n r*w* n>n«ervation « the 

Thr three pcofrinu ire it the 
Umvrr5.fi <tf Srw ^orfc in Buffalo 
Sr* \ firiA I ntvwitif m Ml»MlU* and 
the I m*mj»* nf Lhrtawirr m nsrnjnr- 
lion witfc the Wtmerthrr Mprvm 

?&c-re » ate a* in cwwrrriuan 
profram at Verm t mvcrniv m Kiflf/ 
Hon (MUfTQ ;nUna4a 

offer advanced imrrmttipa a! 
our renter tn i n&ir uncting in 
TPie Ik»W Ural^ukf i^fft* fmm the 
vjtmx^ fraduarr protrams 

Bat wm ftaw io rrwfW a fi ill o< 
f^»e an» **rv wnafl prtfrarrr* AM« 
1 9 nadciHf W arr fifMvatM frv 
f aca onr 

AH Pmoa c bw m i ■ nm wr is q>m# 
t» fund Hwfw Todd-Gia>*f vit4 
AUfmOM arv b^»< «>utff to dfwtop 
(Tttttadt (nr mav drao*{K*atwft tae 
Ufinrr oi i'extfrvn baa a mrtftod al- 
mart prrfwi^d 

TH* Ubrarv »l Confrca mwU* 
aia^d tfcr irarra! p ^w rf nimfwl far tta 
milhoA to MtaWnn a 4fKKfihcii»o« 
clirrvVr h&c o«e tf» ( Ktawa, lo taa- 
die a Uf if ftiMnbrr of teotj 

tn Nrv Jrrtfs wme fibrarm 
Ha»f »(Wi*anv* pr^frami 

Hom<town rrrr PuftiK' Li 
hrarv (vi^ a tr r mewd oa < rrH Jetton 
RrvtNuiiofun, A if matmai Hmwi 
off G^vfp vk aiftiflfion * Ha4Qvanm 
*a« m Morf»^tn»n 

ThrN fiasp fwm Ibi/ to bwkj a 
faniit v irmprr a[«fr aad fHirmdiu 
mntfYM and fla<l wrw of tattr vataaAM 

Al \jrrm I mvvnnlv ffl Ha4aan 

\se\ ryf**+6 a fvm factiiu ic* (dfir li 



i* < ifttftkMrty rttmaU retilroiM aa< 
Nat a runwrvaitun rrmer wKa a farm 
nr mM-rn<t}mmf Uharatwrr. a tf* 
artdituaiMW rnnm and cUnwt mm- 
{anm marntam. inr lifti. 

Ba4 item ts 4 lout wty la ta State 
LtVamn *>iw p»mM aaK tarrr arr 
ww 4 9M itsrarm w Mra* Jim Sa# 
ia^ lan taeliM •aMic Uaraoai 
li r«i*t* or wmrtrnt* laciUOn and 
more tHaa SIM p«M»r and pmatt 
school, (wpwiuai or aaanaJ ptrpm 
cmtm 

Tar Kitr iiftrify *m paad f or a 
vr a r loot <i ud v now a n it r way. •■ 
»**f* taf Nortaratt Dkmnm Coaotr 
vaiiAN fratrr wiii nu« a piaa rar pro* 
rrratjon for fact o< UMW uorajw 

Tarr vtii ramr and teat it oar 
!ihrar»« ut tatf s wfcat voaj aarf boon 
Anne tRtf m vial vaa aood) to do Mtf 
tJu» t* vo« iao«id aa aoa* rt 

Taf* Help m to dmioo a 
d*.t*«pf mpmat plan far rtc* tad^id- 
ft! I iforanr mftf lu«* I ftrr rr flood 
wr wtii know «aat to do, ' lunr Mid 

Sat iaid tac fra« « for fl Mt and 
<M project < poordinator ts Howard 
U*fti aa admwwitrausr a: lao OaiaJaa- 
ma [trpafimrnt W Ufirtnct 

<*Mf Je» C'»mtTwafs eVrclor o/ tat 
Nr* Jrrstv ftfrraiKr room at taa 
Vwirt PvMtc Uerarv attatJa* Uo or- 
now proMfini it » {actaf 

*> ia*# for (ft* la act. KftooJ 
itw icraBdMoia from 1W aa. araaa 
r iia«M«i a*0M ta« aaaunr and drwH«i> 
mow oj tar Srwart i caa oj tnum »d 
Mrr lar IVawart Uanrr aenpiiifca 



ac said 

f*mm*n« rt afwrrnni corrrot 
Ustort pv ' ^adrxtoa! Tae Sur lod^vr 

organ ta lit:, dome it on my 
awn. on tar data* room ubfe. bcrstov 
no onr fttr I know of a docof it and ti 
moad bo door 

"Nrwaaaarrs arr onr el oar banc 
soarrra of tofornutwa if too ui it my 
drsA m tor ijorm and rnomw arr*- 
uons Uat come at roo find most can or 
aranrrrrd or arwfpoprrs Proeir xsi 
wnat d*d Tar Sur Udfrr sar aoooi dr- 
vrfoomrm atooj tor Prmcrton corri- 
dor ' Waal did Prrsrtrm RcifM sav 



shoal thw wa? 1 TKa nwrnsn* 

asAfd mr a&nut uv Kmor\ of tnr im 

UKtesirv ifl Mr* Jerof* 

Srwifvapm arc an mtrtf ai part 
of local notary and local affair* W 
and 

Taw n w*t nc added, the prrwr 
vatKM nf tnc Nrwart KrrftmR 
co4k?ciKm i> imporum He pomtrri nut 
tnai (H»»*oaarr ortan publishing m 
Srotrmorr 1113 and rent nrft; up to 

nh 

Wr oouinrd thrtr roUectfon «r 
Mvr to move ft tftree ttmc* awd 

f( aalfared — aet( peeri 



"Tarrr art tnr FUnifoo fcrsf). 
soofcs i reem of irticfa aorox ntac 
emits m Smm tor Gnf ftU FoandJh 
uon •craobooej IM rears of mo*K. 
Laeatar. tar raitarsJ femenr * iraaur 
NewarS We Site ftMdwriUe* toir- 
ooou and srrapdooaj reiatanf ta carl? 
roatarr forocaata 

Tnrrr arr icTaoooatj on cefeorr - 
uom c encrrn ini tar Unue* ^Uona by 
)orai o ioa t i Coming » ere S«er orraav 
baaki fiiM rata m ty r lU nrooa pe4tu- 
cal events m New Jmrv 

"All ol Lt*esr cotlectioos rroroarnt 
irmrone or name afmcv wnart core* 
fuU% ciipord o*rr tne vean or deodrs 

And wr tnr to tale rood care of 
err tnKrnaa #e put loom * foMeri 
and mr*** tnem on sod frrr saprr 
Bn if ton ..* frflEjormit oorneo and 
aoed l Set mow tnr wear *m gixilv 
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Funds asked 
for pilot 
programs 

ffrren errrr^atdr) 

•ilf nare to move it Mam soon,' or 
uwl He declined to uv anerr it u lo- 
rn ed or wnerr tt will be more* be- 
came nf lentr jtv erottems 

Tserr are hatreds of fiUnf caba- 
net* filled wits millions of rlipptajp ar 
faftfrt bv Mftnri area There are urn* 
drew* of (fwosjnds of onunai pnoto- 
tripAj Set were itll ltd I in tnry 
trot i Handwnttffj unsri of tnr newt* 
paprr Jos vofumev 

li aas totn mw-rof limed dav bv 
d*> bet it nottid take (too to iftree 
•rrli of rointt tHrooitfi tar micrcdlfn 
fo in iBformition on a wifjc subject, 
n tmm be arranced br tabjret 

Ail paper is drfrrtorsnnfj fast 
T\ii ts becaor alter !M0 paper nas 
nwdr in a new ctrmicil form and if » 
i«t tiaftff Reforr ISCfl it was made 
uom rip and teas mur* «rortf rr 

So man^ doctoral distefitions 
savr o*m done, so rnanv primed ma- 
terui* nave bee* made possibJ? bi 
of tnes* mair-ruii* brsaid 



AnfM^n* Varca a hbr^' 
mcrnner ^odrd Vtr not n 
mate comn>j tn the Itbfirv a< 
rtiural Vime area* »»f th" i 
havr m» ««r conditKwini And ■ 
»njf mvm.il i« one oi a kind 

Some tiffn are b*in| t.»irn 

Koter McUwousfc wn» 
librarun (mm 1 947 tn 197} i» n- 
ftvm* tor the Ubr«r% Amochu" 

He notes sca Matt^e•♦ r 
<l>brffM! mtmdscrd a bdi iv • 
nhmev I (if rducalioflj) prnyr . 
male libfinan* awarr »fl t?^ 
care of matrruli various nm^ < 
mrssum and to pav for re^inr 
rtpiirint vaiiub^e Bistorir mate? 
would af*> help pav (or proper rr 
mertii ronditiona to k«vrtAer» tfw* 
the outer uii 

The bill «ouid prns >U( 
IliWOOg ifl tnr fint vear ami a 
matjmuflj of 1253 J00 in the 
srar 

So it wtii be a relatives 
protfim some few protect* v.. 
around the stsie in «now nnat . 
ooor ^kLonoi^ft uid 
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UMC libraries receive book preservation grant 



the year 3 



aaaa Aatte rtataf tat yeBcw 
waft out af th* ho*4 and crw roo hi d k 
kthrrhe^ibaaaerfctr 

"Thai 'a vfcail called yeU©w 
eaew," arid Attk, preecrveoon 
cawnenatlee dakWM tar U* 
»*rany'a Mbrary ayattm . 

fYaeavvatlan eiperta estimate 
*M 0 la H peccant af tht Urdvaral* 
tj'a It aiafcw book caflrvtlon will 



teat artamatiaa far the UnlTtr* 
aay'e Hferarr eyetrm »4i be efodted 
andcr a grant awarded by the Asso- 
ciation at fUaearth Librarian. The 
UUvtratiy waa ant af ti onJ vara* lea 
la the nation chosen far a iraat 
worth up la $9,831, fUc« as coojune- 
ttoa una taa National EaaT— aaaal 
few the Ht*a*nJ tins 

Tat dec* etea was made la October 
but recently made auh#k. 

Although tht inaney baa beta 
made avaOaaat la taa thlvmtif, M 



U ban tor a etady II Is not a aeiotton 
taihe boo* decay 

"Wa haven't called the dtteriora* 
Uon proakni hoptkn, but N & Of • 
aifScara That! the main rrasun *• 
went far the grant," Asia? eatd ' Wt 
bavt a m*MJ mutUmiltai doUer col- 
lection, and a food per rentage af it 
b) irrepitcabie We bavt a strong 
faej ^ af rtaaoa a tb Oa y ta aavo taa 

Tht aii- U wfe w month grant will 
allow tht library staff ta atudy pra> 
arrvtng (ha caUtcUaa, tVimaUt 



what c%nd»uoa taa boots art k and 
decidt aha* ahtutd be done. An ad- 
da tonal |l m it Included u defray 
coats for awch aaatnKf aa student 
help far ratter ching prafcjemi and 
co^amer* U tiataurt tamatratart 
eadhanifdrty. 

The atudy *M allow tht UdverU- 
t> UWsry at aft la fiornpile a campee- 
hentlre preservation plan ander tht 
guidance af araltsatanata. Ot na a aV 
Unia from tbe Office af Manage- 
ment Kadi re, a ar* of tht Assort* 
Ho* af ftesaerch librertot, at* via* 



three Umea far up ta an da) a daring 
the grant time la beat with the pro- 
gram 

The Ufriver**) horary auff be* on 
c oaten at too aire* la 1171 when 
fanned a pfcttnetton ronuruttee 
Other step* the library staff haw 
lake* HkMi ptanmrtg for tevov- 
trtng boots from diaastrra. wiuuig 
gidJrUnea for brrtlle boob rrurugr- 
meat, arnpkwwnUng farotgaiion pre- 
ctoaarci foe aaatdy beaks aad pfacmg 
ahltldi aver AaoreffYnt ftfbU, 
wWcb at tab down paper f Ibtra. 



EHvmrKr^tfM* t***% are m |oat a 
U^irratti proU<fii In !9>M. boo* 
prescriatuHi rxprrta a* id it IrAit 
unrlhird of the rounio'i librae 
hu<ditiK« wrrr m a amoaa cooditiari 
of aVcaj 

Simt \K& it'iM piodtK-itoii of pa- 
prr Kit a*tdw »$m% lu turn 
Hitod pulp mia iMprf fhr a* id i«*u 
p»mfHji itttM- 1 lie rvltvaVae filxrn w 
the paprr lo oVt>nefitr bcjwd re- 
pair. Trmprr^ilure. kg hi atottture 
and air polluUnU apetd ap art^ac 
alUcba 



2 



Turmoil tamer 

M.U.'s new vice president 
brought stability to Alaska 



araff mH* 



The UoivtraHy'a rectntlf appoint 
ad vka preoident. Jay Barina, is 
boat bnaav hi Aiaita aa tht mm 
wtw bro^tM ataUWy to a traublrd 
anlveraNy 

rUrtoa oat (he UtumsMy of Ala> 
ba ryot am ta Uakd praident la Uaret 
yaort, aaownanf hat poaiUan at a 
Urn* w*wn tht yr4vrraky had (ijcai 
AflcurUea and wat In runftrt with 
the atatr over maoatcrnefd of tht 
aaJvtraHy'i tandi 

Barton, a Unlvnuty af MU«mH 
g raduatt. wu prr titer* ot the Uoi- 
vmity of Alaska autewide tyttem 
fr«n!r7fUl«4 

fVfufT auutftma that portion, he 



ttreea artut Karma ataetanicnt af 
Barton. "Ilia create** erconipffeaV 
a>rnt wu bringing rood* at ideal 
lUbiUty aaid KoVRoftde 

AccordMi ta Rohde, Bartaa taa 
an "tager beaver" who aiaaya waa 
aoraing "Then wat a fobr thai bt 
nerrr adjualtd ta Weatera tune; bt 
wu in hit office early and varied 
long hour*,'* ftohdt aatf "He bt- 
beved tht job aunt worth doing at 
bt aaawl do It « baura a day M 

But ltu«K Fate, who retired from 
the board af rrjentJ at Aittba after 
If yeara, laid Barton should not re- 
celvt full rredlt for rmUng prohlrina 
at Aiasaa. "Ik waa ptrttaUy fuc- 
crtaful he ronttnurd tht count 
that *ea already art of shoring up 
aenUrrttf 



Jay Mart ort 

Up-., '.moot' bi Alotba 

tity tohavepioiiWitii " 

Although Hifion't hveyraf In tit 
as nri»*nT/itl w»« Ihr t »f 



State unemployment increase 
attributed to seasonal factors 



jmettsm crrv amy - bta> 

aoMfi'i untnployment rait hi Jan» 
aarv aat 7 1 pamat af tht ataCt't 
norm recce, aa eactteet af lUaaat a 
ftatt perceniagf Mat aver the 1 par* 
cent rate bt toarabar, liber aft* 
riaU said Friday 

fanla Srrwtb, dbrctar af flat bfia- 
aoart rVpnrtmcwt af Ubar aad fw- 
duauial ftektloaj, arid tht Jaaaary 
)&Acm hcTttac wil aat wmmk 
and wai atbieutad It "aemal aaa< 
aanatfattofi.'* 

"JaiHinrv and February tradttlow 
ally are lit year't econamk taw 
print* uaauej af aeaaonal layiata. 
but the January Inert a ae appeara ta 
Lewi-llrrthafluaual/'aaldinlth - 

"IV goud news this alrttef it that 



Situ mart pcuple were warting ta 
bOaaoarl la January Ilia than one 
year ago Thai la a good Indicator 
that fee Jfti economic recovery u 
earrthg aver aito #C " 

The alaCt'i 7 f percent unemplnt* 
merd rate la J ami an nearly 
m a t ch ed tht It national onenpby- 
naentnte far lhat mondi 

Randaft Oarb. ataft labor analyai. 
aafld mora than 2 1 million Miui^r- 
uaaa had Jobs In January, and tfS,«9 
aaaph were out of m orb 

Ajthcuf h itallsttra! btfnntuituin 
needed b) cornpufe Feb man « un 
ta^»bymenl rate In MuswH is not 
yet avaJleb*. (larb aald the Krb- 
rviary ^>bteat rate ii espevied (o be 
altghSy more than Iprrtent 



"rrbfuary la aiwiya aV worst 

trwnfi it* the ymr for thr ernnttti). 
as retailers ht bnttom and *anti 
wrathcr andu^riet kke conslrui tino 
and tounsm are In htbrnvtUna." 
aatd lli^rb "llten the anrii^kn 
n*rn<ratf tta/ta dn^puig In Man h 

t?nrnf>kf«n)rnf imTrjard in Jan 
nary tn cm ht4 MiUiSirt s su tnajnr 
HK-tr^.^un areas Johlrss ratrs 
rcportnl Hff\ 

CViltaftiliS.1. 5 i lift t 7 1 

* Ji^jln 7 2 f up! It 

* Kansa^'rh tinpi It 
^ St JiksqiM 719 3} 

** St \t%\\\, 1 1 fUpfl 3) 

* Sfinn^fii M. i 1 1 upi l> 
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Conservation: A New Mission for Libraries 



Perceptions about the purpose, or purposes, of the library 
have varied greatiy throughout the course of history. 
Originally a library was pnmarily a repository, or ware- 
house, for the literary fruits of man's imagination. Books 
were acquired and placed on the shelves, where many 
gathered dust for decades— or centuries. Then in the 
Nineteenth Century came the notion that providing patron 
access to the holdings of a library is as important as 
stonng them. In the past fifteen or twenty years, a third 
function has been recognized — one implicit in the other 
functions described above— and that is the preservation 
of the library's collections for future generations of 
scholars. 

Preservation, or conservation if you prefer, was not 
widely recognized as a separate discipline in the library 
profession until the mid-sixties, when the vulnerability and 
value of research collections were underscored by the 
damage which several natural disasters inflicted on a 
number of libranes. Perhaps most infamous of these 
catastrophes was the Florence Flood of 1966, which 
ravaged the collections of the Bibiioteca Nazionale 
Centrale. 

Library materials are not only threatened by acts of 
God, and man, but as well by frailities inherent in their 
own composition. Books and manuscripts, which have 
been produced over the past 150 years and which 
comprise the bulk of most research collections, are 
particularly susceptible to this degradation because they 
were printed on paper with a high acid content, a content 
that increases with age. The natural deterioration which 
occurs over time is accelerated by this high acidity and is 
manifest in the brown and embrittled pages which are all 
too familiar to both library patron and library employee. 

The best preservation technique is prevention — laking 
good care of the collections and stonng them under 
proper environmental conditions. Whan damage or sig- 
nificant deterioration does occur, conservation can take 
several forms. For a general collection, it might suffice to 
preserve only the intellectual content. This car, be done 
by reproducing the information in another form through 
processes such as microfilming, photocopying or photo- 
graphing. These methods, while preserving the sense, 
^nnot capture the spirit of the original. Much important 
information such as, for example, the history of the 




Damaged bindings are major threats to book longevity. 

binding c printing techniques employed, will be lost. 
When the original artifact is as important as the informa- 
tion W contains, as is the case with a rare item or collection 
of rare items, preservation in the original form may be 
required. Conservation treatments may be employed to 
restore the item to pristine condition or to halt deteriora- 
tion and lengthen useful life without restoring the original 
appearance, the choice being made based on aesthetic, 
intellectural, ethical and economic considerations. 

A variety of library activities, including book repair, 
binding, the restoration of rare books and manuscripts, 
preservation microfilming and collection security, have 
preservation of the collections is the pnmary objective. 
Aside from large onetime purchases, annual expendi- 
tures for all conservation-related activities at The Univer- 
sity of Texas at Austin well exceed a half million dollars. 

This special issue o: The General Libranes Newsletter 
describes some of the battles which staff at the University 
are waging on the conservation front. Many of the 
aoproaches are different, but the ultimate coal is the 
same: to ensure that the cultural, intellectual and financial 
investments which are our libraries will not be lost, MC 
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Library lab works to restore time-worn books 

■ . ~« j ^ *—iAiU ii TSi- drvinc — i^iiiiiiL 



f*#tTlsfee 



Books and valuable 

documents from yrars past 
ire rapidly becoming an 
endangered specie* to VS. 

libraries. 

According to employee* of 
the Special Collection* 
section ol Marriott Library, 
libraries lace the problem of 
preserving their book 
collections Harmful 
environmental conditions 
sue h a* emu ernes in heat and 
humidity, air pollution, 
heavy usage and inadequaie 
shelving accelerate the 
natural deterioration 
pftKfii 1 he extent of the 
problem is not fully known 
and solutions are only in 
their beginning stairs. 

Preserving an original is 
costly and time consuming, 
Mmtoii employees said. 
Trained conservators are 
required and there are very 
few extx-ris now available in 
ihc field. 

In 1977 the library 
established a conservation 
laboratory staffed by two 
trained conservators. IT** 
Jatmramry is one ol a 
handful of US. library 
feiilitics for extensive in- 
nnuse restoration. With the 
purchase of a booibindrry, 
the laboratory is now 
equipped m handle most 
restotation procedures, 

An example of the 
restoration process is 
exhibited with a ijosier-siied 



tingle sheet "Notice to 
Emigrants, 1 ' signed by 
Brtgham Young as governor 
ol the Territory ol Utah, 
June 12, 1 §52. The document 
was given to the library as a 



ble saining. The document 
w; 4 generally fragmented 
and worn. It was restored by 
the library's head conserva- 
tor. Paul Foulger, who said 
he thinks it was one ol the 



'Preserving an original Is 
costly and lime consuming.... 
experts available In the field* 9 
at present there are very lew 



gift from Sam Weller, owner 
ol Zion's Book Store. It 
warns ol the dangers ol 
Indian attack to travelers 
enroute to California, and 
suggests that travelers stay in 
Urge groups, poat vigilant 
guards and keep arms and 
ammunition ready at alt 
times. It suggest* that they 
«mp away from brush or 
covered places as the f ndians 
"will most probably prove 
troublesome this season, 
unless due caution and 
vigilance is used in passing 
through this country." 

When the library received 
the notice, it was pasted onto 
a meet ol poor quality, 
highly icidic cardboard 
which had caused considera- 



inost difficult challenges he 
has attempted. 

In the restoration process, 
he first separated the poster 
Irom its backing and washed 
out as much dirt and 
impurity as possible. The 
piece was soaked in a 
shallow-water bath for 
several hours. As pieces ol 
the original floated free, they 
were lifted out of the bath 
with a support ol polyester 
film, to which paper adheres. 
He then dried the fragments 
between two pieces of paper - 
makers fell under light 
pressure to ensure even, flat 
drying. The cleaned and 
dried original was again 
immersed and soaked for 
several hours in a solution to 



deacidify it. The drvmg 
process was repeated and the 
poster, still in fragments, 
was ready lor 
mounting. ' 
For mounting, Foulger , 
he first covered an 
acrylic sheet with a pseceol 
white polyester clash. The ; 
cloth was covered with a 
layer ol rice starch paste. The 
new backing material long- 
ftbered handmade Japanese 
tissue, wai placed on the 
polyester and coated with 
paste. .The fragments were ' 
then rewettened, picked up 
on a support ol polyester-, 
film with a sponge, and each * « 
fragment was lirmly 
attached to the rice paste- 
coated backing. 

When the poster was 
assembled, the polyester Ulm 
was removed and a final - 
eoating ol rice paste was 
brushed over the surface. 
The piece was then left to air . , 
dry. It was lilted Irom the 
acrylic sheet, turned over and 
the cloth backing was peeled 
aw iv. 

The finished document » 
was then ready for trimming 
and protective encasement. 

The notice was placed 
between iwb* sheets of 
polyester Itlm fastened 
together at the edges with 
double laced tape. Finally, a 
cloth-covered portfolio was 
built to contain the restored ; 
document. 

An exhibit ol paper and 
book preservation methods 
* will be displayed in the 
, library atrium throughout 
January. Programs and films 
concerning papermaking. 



in 
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An eaample ol the restoration process b t'hftttfd _kyi this 
poam^sed sifSf k sbcet "Notice so Easifranta.'* signed by 
lclgham Voting. 



printing, book binding and 
restoration will be ptevmed 
in the library auditorium. 

Friday the library will host 
an a 1! -day conference on the 
preservation of archive 



materials for the Utah 
Museums Association and 
the Utah College library 
Council. The conference is 
open to ihe public, and will 
be in the library auditorium. 
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UIIVEXSITV OF MISSOURI AT COLUMIA: Selected fro* a series 
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UIIVERSITY OF MIS*0UtI AT COLUMIA: Stltcttd from i stries 

RESPECT BOOKS 




YALE UNIVEISITV 



HELP PRESERVE THE LIBRARY'S 
MICROFORM COLLECTION 

Handle microforms as you would photographs — by the edges. 
Fingerprints are extremely damaging to the film. 

If film jams or tears during use, leave it in the microfilm reader 
and contact a staff member before proceeding. 

Contact a staff member if you should discover: 

- film wound on a metal reel. Metal reels should not be 
used and can be replaced by plastic reels. 

- a roll of film secured with tape or a rubber band. Acid- 
free paper straps are a suitable alternative. 

- film which has been repaired with masking, transparent or 
other pressure-sensitive tape. These are harmful and can 
be replaced by cement or heat welds. 

- torn or mutilated film. Early repair is important. 
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COLUMBIA UNIVERSITY 



Help Treserve our Library Collections 



PLEASE 



Don't Smoke t^^l 


Don't Eat or Drink 




Don't Litter 




Hie Key to the Columbia 

*- 


Tradition 
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HARVARD UNIVERSITY 




The Hwry Elkin* Widener Memorial Libra*? 






/n tne summit ot 1912. Mrs Eleanor Elkms Widener 
bestowed a memonal girt to Harvard that has illuminated 
the hearts and rnind^ ot scholars tor the past seventy years. 
Her son Harrv EJkms Widener. a ;9fl? graduate of 
Harvard, had been an avid bibliophile and collector. After 
his tragtc death aboard the Tstanrc* Mrs Widener sought 
to fulfill the stipulations ot his mil his distinguished 
3 (XX) volume collection — cc istmg ot priceless En%hsh 
letters, manv with remarkable bindings, illustrations, or 
unusual provenance — was to come to Harvard. 

To honor her son. Mrs Widener gave the College the 
funds needed to build a library befitting his interest 10 
books and literature. 

The gift was a umelv one indeed Gore Hall had been 
built to accommodate Harvard's ^1 .000 wiume book col- 
lection tn 1841, vet bareiv 20 vears later it was tull 8v 
W\2. no space was available for Harvard's growing collec- 
tions and thousands of volumes were moved to cellars and 
stnrage areas much to the incongruence of Harvard's stu- 
dents and scholars 

Kirs Widener s generous grit thus answered one of 
Harvard greatest needs while creating an enduring mem> 
onal tor her sun The Harrv EJhns Widener Memorial 
Liorarv xodav nouses more than 3,000,000 volumes in the 
numamves and social sciences It is. perhaps more than 
anv other Harvard building, a svmbol ot the qualitv and 
jepth ot the llmversuv $ resources, and has become a 
monument <i f eniisntenment to scholars throughout the 

world 



Endowed book hinds offer a 
unique opportunity to make a 
continuing, visible contribu- 
tion to the Library Book funds 
may be designated tor scholar- 
ship in a particular field, and 
may serve as a memorial tor a 
colleague, in end, or family 
member. Each book purchased 
by a hind is marked with an 
individually designed book* 
plate, selected by the donor, 
and thus becomes tangible evi- 
dence of the generosity *nd 
concern demonstrated tor ,he 
Library by Harvard's aiumru 
and mends. 

Presemtion 

Because modern paper manu- 
facturing methods increase the 
speed at which paper disinte- 
grates, the preservation of 
materials has become a nuior 
expen?e One solution is micro- 
filming, and to date more than 
ten million deteriorating pages 
have been preserved on film. 
For many rare matenals a 
dcacidification process is the 
t,rJy remedy Id the University 
Archives, for example, more 
than 250,000 photographs have 
been cleaned and placed in 
acid-rrce envelopes 

Named preservation runds 
may be rs La bushed to support 
these vital activities. An added 
need is a special conservation 
center where vital preservation 
work can be performed. 



Technological Advances 

Computer- based equipment 
and programs are the best 
means of making collection^ 
accessible to scholars throus: 
out the world. The Library s 
current goal is to make ail 
holdings readilv available 
throughout the University Ti 
next step in this multi-phase 
program is the completion o* 
an on-line acquisitions progT. 
for ail books and periodicals 
Opportunities exist at vanuu- 
giving levels to underwrite th 
purchase ot computer equip 
ment and programs for this 
important purpose. 
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UNIVERSITY OF CALIFORNIA AT BERKELEY 



CHECKOUT OUR 
UBRARY BOOKS 



Over half a million of them 
are brittle. Or torn. Or coming 
apart at the seams. 

By the end of this decade, 
that number could easily 
double. And Cal s University 
Library, one of the most 
productive and comprehensive 
in the country, could see much 
of its important literature 
crumble away. 

Everything from rare 
manuscripts to the everyday 
textbooks that helped make 
your diploma possible. 



But there is hope. 

The library's Conservation 
Department is doing all it 
can to keep Berkeley's most 
valuable resources from 
vanishing. Last year alone they 
restored 80,000 volumes. 

This year they hope to do 
better. And at the rate our 
books are perishing, they'll 
have to do better. 

With your help, they can. 

But the campaign to save 
our books is just one of many 
crucial programs at Cal that 
need assistance. 

Tell us which one you'd like 
to support Or give to the 
Chancellors Fund, to ensure 
your generosity is put to work 
where it's needed most 

It may be just in time. 

Our library books are long 
overdue. 

U.C BERKELEY 

Its not the same without you. 

wt [**** un< a*<«v 4. '• -f>4. 44.4 




Conservation Workshop 
February 20 - March 2J , 1985 



The workshop outlined below offers members of the Library 
Associates an opportunity to explore the new fieid of library 
conservation with staff of the Stanford University Libraries 
Conservation Office and guest experts. The six weekly sessions 
will emphasize the proper care and handling of books, 
manuscripts, and photographs with techniques developed for the 
conservation and preservation of library and archival material. 

Introduction to Conservation/Preservation: 
Private, Local, and National Significance 

Protection and General Care for Materials 

Hands-on: Repair I 

Hands-on: Repair II 

Hands-on: Construction of Protective Enclosures 

Hands-on: Construction of Protective Enclosures 
Summary/Discussion/Questions 



February 20 - 

February 27 - 
March 6 
March 13 
March 20 
March 27 



Sessions will be held from 3 - 5 pm in the Associates' 
Felton Room in Green Library West. The cost v:ill be ?30 for the 
six. Enrollment will be limited to 20 participants so that the 
workshop can have an effective hands-on component and each can 
f Jf e ^!,i: n f ividu ?^ tirne and attention. Should interest exceed 

the 
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Hi! i:\ns cm Tin: u uiukils 

NEWS 



Vol il.No l 



March 19W 



T! IK I JNIVKRSITY OF CI )NNFXT1CI IT 



NEW OFFICERS 
I OR FRIENDS 

WilKrftM C. head* the date uf 
titlitttt tletud the AnituJ 
Mming of On- f fiends uf the 
IK tuiii 1 }bf *tu% Semng with (lie 
litw pH>ldifl| fu| the 1Vb4 )e*J 

Alt . 

Oflutfi 

Via t'retidem N.ifnun Stevens 
^ In^kuirl Miry I Kcgafi 

Lf\ kt, tor ding Siwcuf y IXjirSkceis 

C of lespunJing ^ L »- f ti-*fy - 

i aWICfUe Pal(lsh 
Cufuiuiiiec Chair per suns 
indmduJ Mi inheMlnp* 
N jii hi ui h 

C Albeit Kind 
Huhlu#iujns CtUJitu hdii 

Ki) (units 
Hospitality Jt*n [khlnigcf 
library I n IjrfviJ ijajne* 

PLANNING 
YOUR GIFT 

b> l>\n%t+>t if II. tunc J 

<»oim 4 <, t'( 4>n/i l *>un.i,Hum 



Ihf4.'Wgh ymn membership m (he 

lfu;»Ji i>f (he iibr*tu>, C*ih i»f 

) i>u nude d gilt to ihc i ibia/y . 
in -J Jit tun to out) gift> lit 4,^>h, 
thiii arc uuii) ul pLnnmg 

|i»lt ihdt will nut oi.k btuclit 
the lilu;>. but *til Jko 4,/u-i 
suUtaniu] t*& mI»J personal ft 
n*n.ul bene ins tu the. donor. 

unites, a, A esiaic.hic uisuiaiuc 
P iii iik, (ru»ts. Ufu>u a/J snfis 
tit km J often enable >wu to make 4 
sii'mritant tomnbutmn (u (he 
I ibiars al a uUlivJ) kji.Ji out- 

Ol pJtkct fct >l 



Veuage from the President 

In 19&4, us third year uf ex- 
litem e. the Friends of the 
University uf Connecticut It 
biartcs faic new ch. Jltriigcs. Nut 
least of these ii the challenge to 
minium or surpass the success 
uf she organization'* fust two 
years, based prmaidy on the 
enthusiastic support uf the Unj 
vetsity tummunity. 

A further ehallengc i* tu 
c&pand our reach more widely 
in the state; tu t^p the good 
wiii And support ot other ton 
stitueneic* whu sh^rc uur interest 
in the quality uf the University 't 
libraries *tid the strength uf their 
fotjiih tuljcitiLini 

it K«t»y tu be LuuhJcat uf 
ntcetifig these choilen^et, when 
L4Hi»iJe(iit|» the yruup ui dblt 
pcuple who huvc joined me in 
seivmg as utficeis ihu yc-i 
We have been inspired by seeing 
huw si^niiiLint even inoJeit 
rfddiiiotis tu .iVuiLble library 
(esouues t-n be, ^ud we invite 
others tu )om us di Fnends 
WiiiumC. ths 
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MEETING MAY 10 

TO LAUNCH SAVE A BOOK 

Tl»e Friend* spring meeting, 
Thursday, Mjy 10, at 3 r*M ( w3l 
Lunch "Sdvt a tiouk." Ann kus>*.U, 
the Ducetor uf the Nuftheast 
Document Cunserv^tiun Center in 
Andowr, Massachusetts wdl give i 
tJk with slides un ^unwrv^tiun uf 
hbrjty fiMUtuis. 

The nurcung wdl adjourn to the 
Spirt- 1 J Cullcctiun's reading room 
and the Map Ubr*ry tu sec specui 
nutcfuls m need of cunstrv^tion, 
and then to the repair wuiksiiup 
where the Library's preseivjuun 
staff works. 

j«tn MifirdlOidJum, the library's 
funscrvatiun uffn-cr, reptjrts; 



BARNETT 
BENEFICENCE 

James and Esther Batnett, who 
had previously enabled the purchase 
ul iwu dually dtsiied items un the 
"\ Wisli" list, have nude anuthef 
sjcneiuus donation tu the Friends, 
Their latest gift is $1000 to be used 
fur aitjuLsmoris ui ihe departments 
uf Spcaal L ulieetions and Mistuiicai 
Manuscripts and Auhives 

Ihe eailier gifts were a three 
vulume set oi Uiua uf Hctiry 
AJjm$ *j)d Charles Uar«- ill's Zo 
u/ujfv ihe I vy*i£t u/ H MS 

Deepest appreeuttun is cxpesscd 
tu (he kiiium by the Friends in 
behJf of tiie libraries and all 
(hose whu wiU benefit fluin having 
these matciials available. 



Meeting cvH't (torn f^iye t 

The Nufihca*! IXitunteni Conservation Center 
in Anduver, Massaihusetts. was established in 1973 
with start up funds fiuni iJie New hngiaiid library 
boajd and the dune si on Library Resources tn 
meeting us stated purpose, M ju help nun ptufti 
institutions safeguard collcetiuns uf his logical jnd 
a.ufaituaJ value, 1 ' (he Center provides many services 
tu libraries. Amung the-m are: resturiim maps, de*4:u 
nurnts, books, piiotugraphs, and work* of on 
paper; iiircrufdmmg colleiison* of arehivaJ materials; 
rephutugraphmg nitrate negatives, glass plate negatives, 
and other InsSoritai photographic mateiul*; tun 
ductmg workshops and atmrnars; and providing 
diwstcr assutante when library tuliections have 
been damaged by fire or water. NFDCC was the 
first OfganuatitHi ai its kind to be establiJied in the 
U.S., and has served as a mode! for the development 
of other cooperative conservation centers. Its staff 
includes some of the most highly skdlcd conservators 
in the country. 

The University Library u very fortunate to have 
NElXX's service* so readily available Unforiunateiy, 
aiihough the Library houses many rare and valuable 
books, niao*. and documents that arc in need of 
Professional conservation treatment, to date wc have 
been unable to di(i>td the Center's scrviecs, The 



"Save a IWk" piugram provide* the it mi J) it w ilt 
involve- identification, by the Head ol Sptiial 
lee tiuns. the Ikad ui the M^ji t.iLiary . thi Uii|v%jni y 
ArJiivtst, dud miter euaitois, nl items in ilu tal' 
lettnms that are v*:iy iinpunaitt an J m mid of 
icituiaium Seleited materials %% «H be sent In ih« 
Ce'lltei for analysis and an c*v..»iaie ol thi n>*t u/ 
treatment. 

It b ijoj^d that mdividiiaj^ oj gltMipj ui ehmwC 
will then iund teslinaiH>n u| tbc items i»f iti/n* 
thoue 




W — r 



Ann Ruiii tl, r/uvtrr at (Iw JUy 10 nu t ting «»/ tin 
i-iii. \ t>f MiifsiU, iiiitLt&f oj th*' Nt*$ih*'ust IkuH 
ntett' • ii«is«'ii**if H'#i Ci'Mier in . UhUtvrt, Mu**u* hnn'tt* 

did hf Itltd* t$t*idn*itt HOtk Ut W.J./i itfji UilA um\i >l 

livt I'hi) tn i:n v <h»/i /*om JiMni/iii IhnvtisHy 
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G a t h ering 



Vultiiitr 2, Numkrf 2 




The Library Guild of The Univetiity of Cincinnati 



NO 

Os 




* ttmuty WmKti tx*t»4 1»n4 ir»J) fo« »fw«x 



Conservation In The University 
Libraries Binding and 
Conservation Department 

Wh»7i nrv-rf* lnjn^'inp the library of 
the fu«»irr, th*y envision bright, 
<<f "n npnfin with renders staring 
fit Mlnki»/T i'HT if-reenn. Such 
3 1 !■ r ri r 1 # ,r * m-wr ju'wa to h«ve any 
I * * t r tV f i * ThMt In hernune mont of 
t > f liOfkii have quietly crumbled to 

Tfi'Tt- in 1 nmy in the fact that 
M ( " f.or-inl mo v« m»»n!.ii of the ! 9 1 h 
i 'lit i j r y . thnt prnduc^d greater 
l Hi rui'v 1 fi Hie j» »pul at i on, re- 
fill t.<<i in I'.uch n j*r»-Mt d'-mand for 
{•'j' r th'it m 1 1 »th fit i v e f;ourcen of 
f'|]|> wrc drvp]r<pt>d find, ttt the 
:*(fn« tJmf 4 , ) n t f » 1 1 j t* I'd t h f * dent rue - 
t lv« 1 Mot* nl'i into the paper. 



}' V t hi' f*n r 1 y yrnrn 
i* mi t n r v , I hrr »• whp 
'"Mffi n n J 1 i n"n r >i^r 
• I i mfi *m! fn r pnper , nnd , 



nf the 19th 

i nnii f f i c 1 f»n t 
to fflfi't the 
th**re vat? 



■1 1 m rii-mariri to produce 

t'-'-k'i it. « !nw p'.r.t mh th<- liter- 

*t v r * hr w.n k i n** c 1 nun ! ri - 

■ f ' ■ ' 1 1 1 ' ■ • 1 . Ttif.'v d*'ixiiindfi wne 



met by the introduction of 
alternative sources of cellulose* 
ma J nly ground wood , and by the 
development of machines to cheapen 
the production of pulp. Qround- 
wood gave a raw material that was 
about 70i cellulose fibers and 
304 lignin. The lignln decomposes 
on exposure to light causing 
discoloration and emb r i t tl ement . 
Also, the use ofchlorine to 
bleach colored and dirty rags 
weakened the fibers and often 
left a residue of acid. So too, 
the traditional organ i c a izi ng 
nateri als were replaced by the 
chenper alum and rosin siz i ng. 
Alum is an acidic salt, which in 
the presence of atmospheric mois- 
ture, can breakdown into aluminum 
hydroxide and sulphur ic acid - 

These developments in paper making 
have resulted in most of the prob- 
b 1 ems we have today . Quan t i ta- 
tively , thi a so-called 'brittle 
books' problem is the most signif- 
icant for the nation's research 
libraries. One-third to one-half 
of the books in major collections 
fire bo embrittled as to be unus- 
able* A Library of Congress sur- 
vey of their collection estimates 

( +ntn**ti mm $ 





thmt 35*Te of 17 million volumes) 
are too brittle to be used. And 
further, that restoration of only 
10£ of those books at the rate of 
20,000 per year would require 30 
years and cost $18 mi Hi on. 
William J. Barrow, a pioneer in 
research in paper deterioration, 
conducted aging tests on samples 
of paper from non-fiction books 
published in the U.S. 1900^1939 
and his resul t s showed that 97£ 
had an expected useful life of 50 
years or less. That situation has 
not improved - - prenent day book 
papers have an average life ex- 
pectancy of only 25-50 years. 

So, paper deterioration is *he 
central problem in maintaining 
lib rary col lections. However, the 
useful life of any paper can be 
extended by storing it under < on- 
trolled condi t ions. Paper de- 
ter i orat ion is mainly caused by 
acid hydrolysis. This breakdown 
of eel lulose by acid hydrolys is 
requires water, acid, and energy 
(heat or light). As these are 
controlled, the deterioration rate 
of the book collections can be 
slowed. The manufacture of most 
modern book papers introduces 
acidic contaminants to the paper. 
Heat increases the rate of chem- 
icgl reactions; an increase of 
10 C doubles the reaction rate. 
It is calculated that the useful 
life of paper is more than doubled 
by changing the storage conditions 
from 77 Fahrenheit, 50?< Relative 
Humidity to 68 Fahrenhei t , 50* 
Relative Humi dity . Pollutants 
have a tendency to combine with 
water vapor to form acids* For 
example, sulphur dioxide, a major 
constituent of industrial pro- 
cesses, can form sulphuric acid. 
If light, particularly sunlight 
and f lourescent , of sufficient 
energy is abaorbed by the paper, a 
photocatalyzed oxidation of the 
cellulose can begin, and once it 
begins a chain reaction is set 
off. The role of relative humid- 
ity has been mentioned already in 
regard to formation of acids. 
Also, if humidity is too low, the 



paper loses flexibility mud be- 
comes mora muaceptibla to damage 
from careless handling. If hu- 
midity ia too high, mold le a 
possible danger* Dust is abrasive 
and absorb* pollutants. 

The magnitude of the problem is 
staggering! Naturally, it has 
attracted a great deal of atten- 
tion but very little action until 
recently. Solutions are being 
sought at the national level to 
protect our cultural and intellec- 
tual heritage. Publishers and 
paper manufacturers are working 
with the Library of Congress and 
others to promote the use of alka- 
line book papers. The Library of 
Congress Preservation Research and 
Testing Office to testing a mass 
deacidlf icatlon process that will 
extend the useful life of book 
papers. Also, optical videodisc 
technology is being investigated 
as a preservation medium for the 
millions of embrittled volumes in 
the nation's libraries. About 
95,000 pages can be stored digi- 
tally on two sides of a twelve 
inch disc. 

For the present, individual insti- 
tutions are limited in the options 
available to them. In fact, the 
site and complexity of the problem 
and the considerable expense in- 
volved have kept a number of li- 
braries from doing anything. The 
University of Cincinnati is for- 
tunate to have a conservation 
facility an»1 a commitment t" pres- 
ervation from the library admini- 
s t rat ion. 

The conservatfort facility in 
funded, in part, by a ^rant from 
the National Endowment l>»r the 
Humanities. The manifold contri- 
butions of the NEH grant to pres- 
ervation of the University Li~ 
bra/ies' collections can be 
grouped into three major areas: 
1 . The purchase of equipment and 
supplies to outfit a hand bindery, 
as well as testing equipment, such 
as a pH meter; 2, Staff training 
and development is encouraged 
through support of attendance at 
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national professional aeetings and 
advanced workshops. For example, 
w* v«n able to have a represent- 
ative at the Aaerican Institute 
for Conservation annual aeeting 
and at a Bernard Niddleton work- 
jhop on the reutoret Ion of leather 
bindings; 3- Lastly, the Con- 
aervation unit haa established a 
high profile vithln tha library 
and the Un Ivors 1 ty ooaaun i ty • 
Workshops and lectures ara given 
to library staff, students and 
area librarians. Several exhibits 
have increased interest in and 
a*»renesu of the work of the con- 
aervation facility and the pres- 
ervation iasuea facing research 
libraries. A aajor exhibit of 
hundbuund books, entitled "Cover 
to Cover*, received local tele- 
vision covt* rag a . 

Tha commitment to maintaining 
sq library materials in uaarls con- 
dition is translated into several 
functions within the conservation 
program of the OC Libraries. tha 
Binding unit performs a preventa- 
tive aaintenance function by pro- 
c easing periodicals and monograph j 
for binding by a commercial li- 
brary binder. th« Conservation 
unit performs repair and rebinding 
on materials froa the collections 
that ara not suitable for handling 
by tha commercial binder because 
of their intrinsic value or fra- 
gility. In addition, the depart- 
ment monitors snvi ronasntal con- 
ditions in the libraries and 
rocoaaunda improvements to fore- 
stall deterioration of paper and 
bindings. They also educate the 
staff and users about care and 
handling of library materials. tfe 
are responsible for an adequate 
d i a aster plan to i nsur e proapt 
response and reduce loss of 
materials. Finally, the preser- 
ve t i on component of our program 
involves replacement of unusable 
books. In this, as well as tha 
evaluation of materials for bind- 
ing, we are concerned with Complex 
decisions. The considerations 
involved in deciding on treatment 
for a particular title include tha 
place of the book within our col- 

O 
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lection and its relationship to 
the literature of the discipline, 
the use it haa received and its 
present condi t ion. In add 1 1 ion, 
aose books ought to be preserved 
as artifacts, rather than aerely 
preeerving their contents. And, 
the final deterrent to success is 
that conservation is expensive, 
and funds are Halted. A phased 
preaervation program seems to be 
the beat approach to this de- 
cidedly ovsrwhelsi ng job* The so- 
called phased approach la basi- 
cally triage for library mate- 
rials; that is, the critical cases 
have to be identified and treated 
first. Of courae, the decision 
often aust be to do nothing be- 
cause a cost-effsctlve option is 
not available. In this effort, we 
work closely with the subject 
bibliographers to help concentrate 
our efforts on the 'right 1 books. 

Our goal of extending the useful 
life of books in the University 
Libraries involves a variety of 
d i v e rs e ac 1 1 v i 1 1 es , including 
environmental controls, shelving 
and handling practices, binding, 
aending and repai r, restoration, 
replaceaant and photoreproduct ion . 
Conservation of the UC library 
collections la a job for all of 
us. 

Contributed by; 
Toby Heidtmann 
Head, Binding and 
Conservation Department 
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Avery Architectural and Fine Arts Library 



/ k f ^very Archive con 
/ y t lut» tugs, phi Hiyraphv 
-**sk np«s rrlalmg to art Hmc* 



r mm aim over 

, lritrrv 'n<! manu 
hcm i* and in htf ttture 
I hr i<«u\ til the u>l!cklmn it Amer* an architecture, 
»rth a Mt«Hig emphasis on fJc * Ymk C»ty and its 
tutiifrittii^i lfi«f«»f y 7 he archive trnludet the 
dt i* nip of Ruhaid and Rtf Hjrd Mr hell Upjohn, 
Ak-«and« * J t. !■ • « *n I )aviv, ihr firm of ( "ore or in J 
( un nr, I high r rriiss, and ! ou»s H Sullivan. A 
Mirvr y of | fir art hi vr to srlrtt drawing* for 
ioiimm «»■ under thr S*rcnj;i liming K.*vuih 
I itir iry Resources Program revealed the f xttnl and 
* tin.* in til Vers* ervattun nrrdt fUiciy 
v r.i|>)M-r« h id turned brown with age. oiled drawings 
li id iii u d mil md rtriontr brill le. and shrru were 
i tin nd t hr mint! ^«m! ihr 4 Mfivrrvanon i>f five 
Intuitu d id llie liiovl valuable df 4*Mllg<» i*V thf most 
ihi|«hItiii an hunts *4* rrmrd in onirr « • pursue 
i in» it r wMttftirfti roof pr«>gr am of revoratftn and 
■ ( nf I ho tmhidcd iiiMipl' if t nmrr vatnm; mylar 
t iti tpstilif KM! and il ii iddu anon , mailing of finei. 
I) iplr ili o* nip, in t»nmc humidifu ation, dry 
< ft imM('. jitd opair, ax id Inr fuldei* and Uixcs, and 
« uvImim ik'Signrd *ini ft rider* 

lly diirmfsitig ihr ipprnat h in ihr ar hive** 
. < Hisrr v ji i' m r<t* # over 1 .SOC «fr awingv * cir treated, 
ni' nr i li.ni ihirr iitm * ihr original rsf mute 
' "ft i r * ifitis i It iru d and o pan rd 21 7 df a* mgv 
«ni {tilling thr n»ll< < Unit >d I iHiiv Sullivan df a* mjjs 



thai once hrloogcdto F rank i loyd Wright. Three 
drawings mere on ihr vrrgr of dmnlrgr ation because 
of po«w quality paper and damaging adhesive*, such as 
rui>ber cement and adhesive tapes, 

After conservation, drawing* wrre mailed in 100 
percent cotton rag mats wifh japan-paprr hinges and 
cornstarch glur. The rag mauedferrd a way to uiUt, 
at Wast temporarily, anther »erK>us pr obUm - 
waiercolor or pen trnderirtgs mounted on brittle 
wood pulp hoards Theve drawings are doubly 
threatened: if the hoard breaks, (he drr wing spins; 
and as rhe hoard detompotrc, it emus acidic fmrcs 
t hat « eaken and slain the papei Removal of their 
hacking would afford more permanent re*!or.;Um, 
but this is a costly pn ess and was therefore 
deferred Mais, or mat Kurd folders, provide a 
temporary Miff support for these brittle drawings. 

Mylar encapsulation and n«hrr prevrrvation 
tethntouei wrre extensively used on (he Greene and 
(ireene archive, a collection of over 4 .500 drawings 
tracing the career of two br others who were 
pioneers of the arts and crafts movement in 
California in the late nineteenth and early twentieth 
centuries Oter ffte hundred drawing* were 
dr.u idified, repaired, and encapsulated in mylar 
Previously inatif«ihle Itet iu*r of their fragile 
condition, these drawings are now available for 
study and reproduction. 



NO 

00 



1 r ) 3 




During t he projret standards of storage were 
developed thai will govern the care of all of Avery's 
drawings. The variety of media and drawing 
supports, as well as the enormous range in size of the 
drawings, render impractical any single method of 
storage. As a result, drawings are stored fla* in steel 
cabinets, loosely roiled in tubes, matted in solander 
boxes, and framed. AH materials in contact with the 
drawings are acid free and of the highest quality. The 
drawings by Hugh Ferrus, a renderer who worked 
on Rockefeller Center, the United Nations, and 
Lincoln Center, presented a particularly difficult 
problem. There are over three hundred sheets of all 
sue*, many on tracing paper, and all vulnerable to 
damage. Matting each drawing would have 
consumed too much storage space and the static 
charge of mylar would have disturbed the charcoal 
surface of the drawing. The solution was to wrap 
them individually in custom-made glassine envelopes 
and store them in heavy folders. 

Experience gained through the Strengthening 
Research library Resources Program has provisJed 
the funic lines for continued conservation of 
draw;ngs in Avery's collection, Work can now begin 
on the large numbers of drawings still waiting to be 
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Jcane J, and new gifts, which arrive frequently, will 
protested and stored with gfeMcr skill and speed, 
i he art hive, alicady eaiensivrly used by students 
jiid scholars, will be even more accessible 10 (host 
h tshing to study Atitcruan archkect ur aJ history. 
Avery will continue tu e*p*nJ its participation in 
exhibition* on a local, naituna), And international 
Lvc! Pfocrvil wmstt and architects involved in 
tc-stor at ton project s wilt have carter access to 
documents (hax increase (he historkal validity of 
their designs and lower the costs of achieving them. 
1 amihattty with (he conservation needs of ihe 
Luitcvtion and c*}Krierkc in ihe kosts and 
administration uf j major tontcrvaiton program will 
f >*. liitatc effective planning lot ihe future, 

8 

A*\*n Library 



■I / here isc Approximately one hundred bast 
/ m \\\kt\ iollttiiom «n North Aiixfki 1 hey 
* .-^ti'fitaii) an -iggregne of one and a half million 
C hnu>c titles tn nu/f e than four milbon volume*, and 
icpftvciii bt>JlcLtivciy a resource unpa/aJkkJ outstdc 
i hma and japan 

I he tjdumbia University Chinese Collection 
Ugan in i^02 with one title, a gift hum the Imperial 
(ton-mmem of ( hina, the A* tfori f 'k th* *fa <b'ct% 



or *£ncyclopedja Sink a,* in 5,044 volumes, published 
in Peking tn 1726 The East Asian Library Chinese 
Collect ton now vowiwt 41,000 titles ui 220,000 
volume*, Li u the fourth oldest and third U/gest 
ACAdemk collection oi Chinese book* in the nation. 

The paper used for Chinese hooks u of t wo 
types: (1) viable, long Lasting V ad* tonal" paper, or (2) 
pulp paper, whkh tame into use in the mid 
nineteenth century. There were superior and inferior 
grades of Vada tonal* papw thai were used foe 
publications running the gamut from limited Tine 
editions to popular, cheap edition*. Book contents 
primed on 'traditional* paper are generally sound, but 
there is occasionally need foe repair as the outer 
fascicule cover and end paper* become worn and need 
replacement, or as ihe stitching of the fasckukt 
break* with age and the case* containing the volumes 
fall apart. 

Pulp paper represent! the |ravesi threat to 
Chinese libraries. Although fine and special editions 
are still being published on "traditional* paper, most 
monographs ami periodicals published during the first 
half u£ the twentieth century are perishable, 
PubbcatKxt* of (hit period constitute an important 
record of a civilisation in tr amnion i t om a feudal 
empire to a republic and are heavily represented tn 
Columbia's biddings. Many of the items arc not 
found even in China, where the consider able 
destruction oi books- most recently during (be 
Cultural Revolution {IV66 W76)- has been such that 
cataitjgs published even as Late as Wb\ by (he Peking 
National i ibrary, may no longer represent accurately 
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what stui exist* there, ft is therefore imperative thai 
Chinese books on poor tauahty paper be preserved. 

/V"} / East Asian Library of Columbia 
(/y / University, since #75, has filmed many 
v^-^uniouc wems, and many others known to exist 
only m fragile copes. The Strengthening Research 
library Resources Program supported the filming of 
570,000 pages of serial*, monographs, and 
newspapers. This exceeded the project goal of 554,000 
pages, although progress was not always smooth 

Problems arose with densitometers and 
development equipment, parts had to be occiercd 
from diaAnt places. Staff changes occurred just at 
operational momentum was Achieved. Preservation 
is ideally an Activity that fits into normal Ubf*ty 
operations without disrupting regular routines, but 
the work involves many staff members throughout 
the library, and as the project accelerated, (he effort 
often dominated other activities. Original plans had 
to be adjusted realtstkally as the filming effort 
proceeded. Attention is now being given lo the 
preparation of a mkrolilm catalog lor the East Asian 
I tbrary that wdl show the holdings available lor 
copy or loan and also prevent duplkate filming. 

The People's Republic of China Uc'ks 
(echnokigicAl f silkies for preservation, ajkJ 
puhhshers in China are bound by economic 
constraints, so they cannot address reprint or other 
preservation needs. A continuing conservation 




Oter 400i$»m */ tht C%*ng yun f**, awaVjsW m 

program is essential for the 20-25 percent of Chines* 
mater ials in (his country jei^ardi/ed by loss through 
deterioration. Columbia has made sign i I team 
progress in its efforts to save these timet sals so vital 
to research and Chinese studies, but their t* 
imiinneitt thtcM to tin: many items still awaiting 
treatment. 
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Contact j Ceorga Eager For laaedieta Bslaaaa 

(609) 4^->6O0 Keilsdi January 2« # 1*64 




PK2NCETGK, s\j. # "Conserving the Library's Collection* - , aa sshlblt la ths 
lobby of Jlrsstons Librsry, is currently on vis* until Sundsy, Fsbruary 12tb. 
Throe dieplej casta, pieced outaida of tha Departasnt of Sara Books end 
Specie* Collect tone, show Information and aieaplee or the ongoing cooaarvatlon 
offurto at tha Princeton Uoivorolty Library. Inotailed by Curator of Kara 
Sooke Steven Ferguson, tha eihibltion llluetretes tha proolsn of deterioreting 
library arteriole, and aoae of tha eolutlona. 

Aa aiown la tha central display ctn, tha library contains aany non-book 
lUss flurh aa annuscripts, m%pm and works of art on papsr, baaldaa Ita 5,5 
■ llHon books. A ourvey fouad that 42% of these itaat ara la ooso atata of 
detertoretion; thus tha situation for Plrootone'e collectlona la critical. To 
b^iin tha oweoo«e task of preserving thssa works, tha library saploys fourteen 
people in Conservation Servicee, largely reoponaible for tha generel rsseerch 
collections. In addition, Hera Books and Spaclal Collections has s full tlas 
conservator and assistant, 

Ths exhibit dcaonstrstea that tha aost apparent aolutlono to deteriorating* 
books are repair and boxing. Boxea provide e eteble environment uolng 
eeid-frae aateriala to house either rsre booka or book* beyond repair, 
Varieties 

I'M 



"Consarving Us Library's Collsctions'-2- 

of boiae Include * einple book wrap par, a "pheaa bos" (ao aaaad for a book 
protection project la 'pheaee' at tha Library of Congreee), or aa eleborata 
bos covered la cloth or leather for rare booka, all constructed ln-bouae, Tha 
library alao uaea coaaarc tally -produced document bests end foldora for 
atorage. 

Booka eui table for actual curative traataaat, aa diaplaysd, eight raoalva 
eaythlng from l alaple repair oa tha titla page, or aplne repair, or s 
complete reeevlng and/or ra bind lag. Acidity is paper it a priaary causa of 
brittlaneee and datarioratloa, sad paper oaa aa dsaoidlf lad to prolong ita 
life. Ths librery recently built a daaoidif ieatioa unit with Federal fund a, 
which el loss ataff to spray paper sith aa alkaline aolution to aeutreliss acid 
and provide a buffer to reterd acid la tha filters* Another technique weefwl 
for preeerving flat papar aatsrials la encepeulatlon) vhera tha ltaa la 
literally sandvichsd between tvo plaoaa of Mylar, an inert polreeter fila, for 
protection. 

Conservation in tha Kara Booka Departnsnt, under tha direction of Karl 
Buchberg, coaprieea attention to proper boueiog and atorage for tha 
collection, preparing itaaa spsclfieally for eshibitloo or loen, end coaplci 
traataanto on sorka of art on papar* tha Conaarvetioa Servicea division 
lncludaa tha Prsservetion, Prebindery, and Traataaota net ions, sll heeded by 
Robert Perlieaaot. Prasarvstion Is ia affect ths edainlstrstivs end of 
Coneervetlon Servlcee, aonitoring Incoalog itaaa, Baking deciaiona about 
appropriate treotaeota, or eaaking alternstlvee each as replsceaeot if aa ltaa 
la beyond repair. Prebindery proceaeae unbound asrisls and eooogrsphs 
(roufhly 59,000 par annua) sn routs to ths coaasrcisl blndary snd rsvlsss ths 
itsaa for quality as they return. Treataeate includee Book Repair, where 
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THE UNIVERSITY OF TEXAS AT AUSTIN 

THE GENERAL LIBRARIES 
AUSTIN, TEXAS 787x2-7330 



NEW PRESERVATION EXHIBIT 



BOOKS MISSING IN ACTION is a get-tough exhibit which states the 
problem: growing mutilation and theft of hooks, leading to high costs 
of replacement and repair, as well as general frustration and lengthy 
delays for students. 

Example— an art hook opened to reveal excised color plates is labelled: 

Studying art? History? Classics? If you want to 
study Greek and Byzantine icons, this would have been 
a good source for you, but someone sliced out 20 pages 
of pictures. Oh, we'll replace them— with black and 
white photocopies. 

Example— a blank space, with the following label : 

Interested in computer science? Who isn T t? We were 
going to show a nice new computer science book here, 
but we can't. Someone stole it. Since a lot of 
computer science materials are published in small 
quantities, we probably won't be able to replace it. 

Information about possible penalties is given. ("Book theft is a crime 

Example — three pages torn from a journal, with label : 

The person who tore these pages out was dealt with 
by the Dean of Students Office. Academic Probation 
is an option here. 

Example — a ohctoco-pv of an article labelled : 

The person who tried to steal this article (and 
several others) was arrested. 

The action recommended: The display asks students to report observed 
theft and book abuse and to bring mutilated books Po the attention of 
the circulation staff. 



im* <*cruai 
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for Bulletin 

CONSERVATION EXHIBIT ON DISPLAY 

A small exhibit has been mounted in the display case next to the PCL 
Information Desk. Entitled "Books Endangered: Neglect, Carelessness, and 
Indifference," the exhibit shows the damage that can occur to library mate- 
rials when they are improperly handled by readers. Examples of this bad 
handling are the use of paperclips and "dogear ing" to mark one's place in 
a volume, eating and drinking around books, applying excessive pressure to 
a volume's spine when photocopying, mutilation by cutting out illustrations, 
highlighting or underlining passages in a library-owned book. The exhibit 
also emphasizes the cost that accrues to the library, as well as the nega- 
tive effect this cost has on collection development, when these items have 
to be repaired or replaced. 

This is the first in a series of displays on conservation topics that 
will be mounted in the next to the PCL Information Desk case. The next one 
will appear in about two weeks. Because all of these exhibits will be small, 
they are highly appropriate for display in other campus libraries. Please 
contact me if you would like to mount any or all of them in your unit. 

— Mark E. Cain 
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EXHIBITION 



OVERVIEW! Cases 1-2 

The longevity of books i% determined by their component materials, their 
storage environment, and the people who use the*. It his been said that 
"everything ln Horary collections is deteriorating today, was deterio- 
rating yesterday, and will continue to deteriorate tomorrow although we 
ought to retard the process. 

Each volume ha* its own life span es seen in the comparison of the 1743 
W orks of Sorpi and tht 1942 publication of The Devil's Dictionary . After 
2V years the paper in the former is still street?, durable and amazingly 
while, while after only IB years the latter must be discarded because 
its paper h*s become embrittled and crumbles when touched. 

These introductory cakes show the various problems libraries face every 
<!ay. Further discussion of these problems and their solutions will be 
presented in subatquent cases* 

Examples! ftrittlt paper 



Acid migration 
foxing 

Red rot, the cherieal decay of leather 
Light damage 

Water damage (staining, mold and cockling) 
Damaging binding structure 
Qversewi ng 
Mutilation 



I wUKHENT VlCEi Cases 3-4 

job* rent vice, meaning th»* innate faults of boti materials and binding 
structure, whrn combined with poor environmental conditions and poor 
handling jt^sults in a rapid escalation of deterioration. 



'Williams, Ertwjn C, "fvtef ioration of Library Collections Today/* 
T he Lib rary Q uarterly , 40 <I970), p. 3, 
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In these eases toe of the problems of poor materials and structure 
not lined tn the introduction, with some comparative txvpltf of good 
materials and good structure, are shown. 

rxamplest Early, nineteenth century and modern paper samples 

brittle paper in book* printed in ^B t H> 9 1925 and 1951 
A'Md migration i turn acidic paper to other papers 
Leat her i 

&ottinq nineteenth century binding, acid migration 
Cc**J quality mxtern leather 
f*oor binding structure! 
Stapled construction 

Heavy took on weak cord* with cover broken off 
"A/1l,*»s*ve-b<Hind" book with broken spine 
Oversewn hindinq on a book with weak paper 
17*,7 Italian publication, oversewn and trimmed 

tiood bindlnq structure! 
Non-adhesi ve binding 
Limp vellum bindlnq 
Pigskin bindinq 

well -produced contemporary book 



temlUWUJ* iNVrflimEMTSj Case 5 

r'xlv'»m«<s in t "wj n it ur e and humidity, as well as exposure In ultraviolet 
lHlit, shorten the lifr of book?.. Envi ronmcntal conditions can be con- 
it'»)J«d with t It* installation of such aids as air condit Inni nq system?;, 
ul ! r v. Inlet H«)f»t filter*, and htw ldlf iers. The quality of conditions 
in libriry sfa»k area-, can lie determined with the help of recording and 
HM'.v;ur irvi iie.t rumen* r,. Their records provide tanqible evidence of the 
iM-i-fl f nr it,v\ rortment al controls or, if they exist, of the degree of 
tht ir tflciMvi'iK'Ss in maintaining gi*5d, stable conditions. 



r.x.impl est 



A-|ii.it«iy mt'.i-.ur inq relative humidity (RA) within a t*x>k 

Sllmj p-.y* hr (meter measuring R/H in the air 

I- yi litof. ff-r calibrating hyq t nt he rmoqr >»f .hs 

1 Ut f n». -hvir r«TH-t ft monitoring temperature and R/1J 

Hyqi «•» hi-rtrw-jr aj4i recording t ompei at ur e and ft/H 

nlu<- wor.j *,.iff>|i]rs for monitorinq fading 

Ml r r .iv ifrla-t li<jht Monitor 

Ai r «'Ierat«'d aging oven 

Inset:! trap 



WrJPJr*; MAit.J'iALS Mil) L'lA'If'MKNTi Cases 'i-h 



inq protective covers to them have been developed, However, the equip- 
ment and tools used by present day hand binderr do not vary greatly fron 
those used centuries ago. 

Examples! Lying press 

Standing press (photograph) 
Sewing frame 

Backing press (photograph) 
Board shears (photograph) 
Bona folder 
Knives 

Straight-edge and trianglss 

Brushes 

Decorating tools 
Cold and colored foil 
Marbled paper 
Leather 



PAPER TREATMENT * Case 7 

Paper presents the r*>st difficult problem with which libraries must 
deal, in its many uses for books, maps, prints, manuscript materials 
and more, it arrives at the Conservation Department with a great variety 
of problems. It may be dirty, embrittled, torn, wrinkled, stained, 
molded, worm-eaten -- any or all of these in combination. In f*|-er 
treatment as in all other areas of conservation, the cardinal rules, re- 
versibility and using the minimum possible treatment to achieve the de- 
sired result, apply. 

The first step in paper conservation is to remove as much dirt as pos- 
sible by surface cleaning. If by any chance active mold is part of the 
problem, the paper must be fumigated before surface cleaning is brgun. 

Next, individual problems such as flattening, removal of pressure~sen«- 
sitive tape, cardboard backings, or unusual spots are corrected. Un- 
fortunately there is NO known pressure-sensitive tape that is safe for 
use on rare materials* 

Host, papers are in need of deacidif icat ion and this is the treatment 
mos* frequently performed. While deacidif ication will not restote paper 
to its original condition, it should halt further dcteriorat ion for 
some appreciable time. Two methods are in use in the Conservat ion f*e- 
partment aqueous and non-aqueous , Paper which for any reason cannot 
I* aqueous ly treated can be deacidif led non-aqueous! y by a method de- 
veloped by the Library of Congress. 



The* tr,ifi <<t hand U«>khlndinq has ltren practiced for centuries. Many 
e( fii lent and durable methods of attaching leaves together and fasten- 



fcer.izing, particularly of molded materials, leaf casting which reconsti- 
tutes the sheet of paper, and the removal of adhesive* with eniynu'S aio 
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of inn necessary treat m^nta. 

Mending ir. always the last step in paper treatment and reversibility is 
of the Mr'.t l^*>H4nce. The best repair techniques involve the use of 
long-Mt-red, han.fciade Japanese papers in combination with the purest 
available water-soluble adhesive. Research materials M y be mended with 
a more quickly applied but not so easily reversible "heat-tet" tissue. 

Thr final r^i-rvation treatment for many non-hook materials is encap- 
sulation |«»tw««.ri t w0 sheets of inert plastic. Encapsulation provide* 
sii^ort ami safer handling and storage for fragile materials, protects 
th*m 1 1 cm atmospheric, pollution am* is completely and quirkly reversible 
with * j^ir nf scissors. Folders »ade of polyester flip are also pro- 
viiied for handling manuscripts. 

Kxampl''<.| (>iy cleaning tc«>lsi 

Ot>o-wij>e rfustcloth 

Offline pad 

Kneaded, 911m, and rink Pearl erasers 
Examples of cleaned and unc leaned paper 
I'Mssure-sensitive tj^ partially removed 
fume honri { photogr aph ) 
Moiled and flattened paper 
Morton humidifier (pliot ograph ) 
Testing materials for color fastness and f*j 
A tK«>k taki*n apart for washing 
7 wfi Mtli* p «<jes i 

Unw.ishei I 

Kashrci, dear I dl f led and Offered 

W,»' hiiMj egi j f wrrit (ftmtogr aph) 

Hat'-rial suitable for non-agueous deac* dl f 1 cat ion 
Paf/t-r fw'tnh rig mater idhi 

Urn- h»-. 

ane'.e tissues 

Heat set tissue 
Hfpalfed p.lfrfT ex.unpl ps 

1.«mI r.i'.tfti worm-eaten look papers uncast and cast 
I>ri1yi-*.tfr film encapsulation envelopes put t ogether 

wilb ^rj'S'.urf-M-nsH Jve tape or sewn 
I'olye* 01 handlin'i I older 



FNVIMOriHI.f/l ( (\ si» H 

He.it eml.ritt ihrary materials, light fades them, atmospher ic pollu- 

tii.fp d.-ji.vl.-. thi m f and pi r t 1 ni ] at #» (natter abrades them, High relative 
humidity H«.i»,„ lH r., U.e growth of »,,]d and fungi. Injects and rodent*, 
nthMr faiiMM. ,,f d image in paper and bindings, thrive in warm, humid 
i oridftt ii.i,<. # Di-Mfsirrs can happen* 



Good housekeeping is one of the first Steps in controlling the environ- 
ment. Routine dusting and vacuuming of stack areas eliminate the build- 
up of dirt and the proliferation of vermin, air conditioning and filter- 
ing and ultraviolet Screening effectively combat thes« enemies of books, 
Disaster plans can be made* 

Some of the deleterious effects of a poor environment are illustrated in 
this case. 

Examples! Holdy book 

Effects of atmospheric pollution 
Faded bookcioth and paper cover 
Dessicated leather 
Cockled vellum 
Water damaged book 
Charred book 

Effects of light exposure 
Some sol . 

Silica gel, a dessicant 

UV light filters 



HUT I UT I ON 1 Case 8 

Mutilation of a book can make subsequent reading difficult or impossible 
for the next user. Although in some cases damage is accidental, it is 
srxnetimes intentional, but most often the result of a lark of knowledge 
and awareness. Learning the correct way to handle a book, particularly 
if it is fragile, will extend its useful life. - 

Examples t Underlining and notes written in the margins 
Stains from ink spill 
Stains from pressed flowers 
Busty paper clip stains 
Razored pictures and articles 
Acid migration 
Torn headcaps 

Broken hinge ficnn excessive inserts 
Photocopying mutilation 
Undesirable tape repairs 
Dog-cared corners 
Dog-eaten dock 



RARE BOOK RESTORATION 1 Case 9 

The Yale Library has a wealth of very rare hooks in its many reflections. 
Host of them are in the Beinecke Library, thouqht tn be the largest of 
its kind in the world, housing 3fi0,OCO volumes in the central tower 
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*W. other rare books ,re part of specialised collections in various 
libraries on the v«l» cmpul, v««*» 

Ihese U->k* require special car* and thia la carried out In the Con- 
sery*U<«. .* T ar taw-nt . all f i)rws of restoration a * performed by a 
staff of bookbinders trained in both the t.chnig 5 and the history of 
binding, if j^siWe, every part of an original binding is preserved. 
Mhu/ the later history of the bonk. When the original 

binding can no ]m,r»,r be used or is missing, another may be constructed 
th * *ne period. Whenever possible a no.^«?v. 

r i im.? *° . ""^ f ° r th ** frequently, 

ft at. Ml Inn st^ designed specifically for books that will Tot open 

r n ; r ; ■ J n "■ ll,f '- "lyings of historical interest, are often not res- 
tored at ail. Nit simply boxed. 

ruamj.lesi flohlndings 

Leather reUicMngs 

Cloth letarklng 

Non a<1h.-,ive f indings 

Papytu?, retail r 

fwued binding, not restored 

i. xliil'it i on stand 



OI'llOllSi Case 10 



O 



I'—k* > *• f f,,*, nrmlaUon in seriously deteriorated condition 

an- ...... i,. t!„. M^e.vaiicn Apartment. Each title receives a thorough 

,, ,1,<> M, , r r '' Mr<h ' St.im!atd bibliographic tools ate consulted to 
d;Me f * ,,e -vallaUl.iy ol reprint or microfilm replacements, *n,l 
n... ,-.1.11. rat alog r.e,r.ultH to determine what other copies an d re- 

w.. f K, cK,wh,re in the collection. The shelves are then 

. • " r.,,||.i,.„ Clf any elated volumes is noted, and other copies 

■ Mt tit .„.- gathered, with the book in hand and aided by the 
.il.n.pif.giplc M.a..-l. r-rnM, the subject racialist weighs all factors, 
In- l..g ur..,|.. and tf„. relation of the Item to the collection, and 
».«k-. hi ' Mn.il dHritinn as to the disposition of all deteriorated edi- 
t lore, of that t it I* . " 



r,,, '; 1 ' M ■ Vale are, Mcement by reprint or microfilm, re- 

pr.-lii.ti,,,, f. y photoctvy ^ microfilm; discard; transfer? and repair. 

(,f f'l'MMts i«> a mum used alternative and one of the aunt 
PrM.,.sMr.,l. fo pl acement |. y microfilm generated commercially or in-hnuse 
K ..fier. the ci,«i.- for m-.l t I -volume. Jnw-uSe matet ial . Many badly de- 
iii.VVfVJ mi " I"" » J,<,! ° r V rl ' M The volume is taken apart 

s v \? 7 !" ' r< ^"" 1 ' '"'"library loan if „«■«■ 

sary. Th. j,, fth( , t or , (|1 ,,,, (m jc^frer* am , sent 

* M^rrial binder, The sub^t socialist may specify retention of 



H 



special plates or maps to be kept in a pocket of the copied replacement 
book. If the item is a Aiplicatc or judged to be of no value to the col- 
lection, it is withdrawn and sent to the book sale* If the item is of 
artifactual value it is offered to the Beinecke Library or other special 
collections* 

When the condition of the paper allows, the volume may be repaired. f 
the textblock is Intact and only the binding has deteriorated, the 
volume will be sent to a crammcrclal binder with a request for "recac 
only". Khen the volume is unusually heavy the binder will be requested 
to recast the textblock fit «h with the bottcsn, thus alleviating strain 
on the hinges. Xf the tev block is not intact, it will be sent to the 
Conservation Department fi. treatment. The Conservation Department car- 
ries out the quickest, least involved repairs that are structurally sound 
while using all easily salvageable parts of the existing binding. 

Examples i Deteriorated books returned f rem circulation 

Preservation Department activities ( photograph ) 

Two copies of an early twentieth century book, both embrittled 

Microfilm replacements, cceamerclal and in-house 

Microfiche replacement 

Book with missing text replaced through lnteriibrary loan 

in preparation for photocopying 
Photocopy replacement with original plates in pocket 
Heavy book, text Intact, recased flush with the bottom 
Heavy book mended and recased lrv-house, retaining part of 

the original cover 
Three stages of typical in-house repair on lightweight books 
Full restoration 



SAMPLING OF DETERIORATED BOOKSi Case 11 

The books in this case are from the Preservation Department and provide 
a graphic illustration of the challenge facing research libraries today. 



PROTECTIVE COVERS I Cases 12-13 



Care is taken at Yale to provide Suitable protective coverings for all 
incoming books and pamphlets* Unbound materials that find their way into 
the stacks are subject to abrasion, Increased damage frojn dirt and air 
pollutants, «nd distortion from lack of support. Journals are sent to 
commercial library binders as complete volumes accumulate, and are usual- 
ly given an oversewn binding. This 1* the strongest of all library bind- 
ings but it results in a bonk that does not lie open nicely, and when the 
paj>er beetle*, brittle the leaves will tear eloog the stitching leaving a 
volume of tightly bound stubs. Oversewing requires that the binding mar- 
gin be trimmed so that the loose pages are sewn together through the mar- 
is 
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uln a,h\ not through the folds. Tale hit arranged for special options, 
Mich ar. -mi trim" and "se« through the fold* 4 for items with limited mar- 
gins. lkv,k K with strong paper and an intact text block are designated 
"rrra-,«. only". p. M *. r monographs are often adhesl ve-f<xjnd and the covers 
art* n inlnrrH am! rncased in plastic. The Preservation Department over- 
mm", the camM-flal binding arranqrment* as veil as the operation of the 
Irrparations Department where the bc*>k* are plated and labelled upon 
their return tttm the bindery. 

f.tmphlnt l,i mil ni han long been a problem. Many of the old comnercla) , 
high- arid hltiffrrs ate literally falling to pieces in the stacks. Yale 
n<>v u , .# , *» Hirer t ypes of ln-house pamphlet bindings designed by the Con- 
'.ervaiirm D.-pariment. Made of acid free board and good quality bookrloth, 
e*,* Is designed to Milt the particular pamphlet structure. Other «inor 
repairs are carried out m the In-house bindery. 

reservation Department repairs for the gener.il research collection are 
d-scribed in Optimum Case 10. The Conservation Department also makes 
••wraparounds" or bo«es to protect restorations and hooks of attifectual 
val,»p which shcxild u? retained in their original bindings. 

Hany anhlval «,»,ali!y protective coverings for unUmnd materials are now 
ire*n..r, tally available. These include acid-free envelops, boxes and 
I older*, In a gt.-at variety of sizes. 

Fttamplf'M Ortpi r»f rr it d materials 
.l»*»r n.i 1 v oversewn 
.Journal, m-wm through the fold 
* v l'i*r».iUnJrif! <a binding 
Cfwvntrcial receding 

fr \ orated p«v« ph let binders 
Leave*, tearing along the hinge of a pamphlet binder 
< <>»r.(.f vat ion jKim^ilrt binders 
f'd'k'r f t,jr unblfidahle dv.it erlal 
Vtu k* t s 
lip 1 us 
Wf .ip.iK Hind?. 
Ki'ldin'i U»xi". 

Archival folders, envelop**, boxes 



SUGGESTED READING 

Cockerel 1 , Douglas. Bookbinding and the Care of Books , Paperback re- 
print , Hew York, Taplinger, 1978. 

This is the classic work on hand binding. 

Cockerel I, Sydney M. The Repairing of Rooks » London, Sheppard press, 
1958. 

Provides a summary of some of the possible ways in which books can 
be repaired so that librarians and collectors will understand the 
work required. 

Cunha, George Daniel Martin, and Cunhs, Dorothy Grant* Conservation of 
Library Materials, 2d ad,, 2 vols., Metuchen, N.J. , Scarecrow Presi, 
Inc., 1971-72* 

Volume one covers a broad range of topics on library conservation 
and restoration problems. Volume two contains an extensive bib- 
liography on library and archival conservation. 

Horton, Carolyn. Clean i ng and Preserving Bindings and Relate d Materials , 
2d ed, t Chicago, Library Technology Prog raw, American Library 
Association, 1969. 

A classic manual on the preservation of books and bindlnqs, this 
book covers minor repairs and the treatment of leather bindings. 

Swastzburg, Susan G. Prese r ving Library Material st a Manual , Metuchen, 
N*J*, Scarecrow Press, I960. 

The most up-to-date Survey in the field. The bibliograph :overs 
material published through the 70 's. 
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Calendar 



July 20. 1984 to August 16. 1984 
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MONDAY, JULY 

5.30 PM. SeUeaology-Gcology 
ScmiKAr; "SeismUugy *od Seumicity in 
Bratil." by Dr M«ueUo Awump^io, Uni- 
versity of Braid Lainoni • Duhffl y Gcolog* 
u*i OWrv^tory Seismology Seminar 



24 

TUESDAY, JULY 



10 00 A.M. Summer latern Seminar; 

'Xkc*mt Fracture Zonci/' by Or Enrico 
biJiiatu, I. IXiC) l-amunt-Ilr heny Geolog- 
ical OUc rviiury Uittixit H^ii, L IXjQ, 
Pahsade*. NY 

7:00 P.M. 4 9:30 P.M, Summer Cine aw 

* iucjtnc " Adrrustion. $2 00, free with 
CUID Auditorium, 2nd fl , Earl Hail. 
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WEDNESDAY, JULY 



S 0O FM Frail Booth Drive la: 
"lix>me** Lawn, Fumald (Ham Program: 
YVolhijan Auditorium, Kerns Booth Hail ) 




Books in Peril 

Books, a scholar's most com mordy- used tools, are not usually thought of aj 
perishable itcmi. However, ihcy arc susceptible to damage from humidity, light, in- 
sects, poor binding, display and storage techniques and chemical imbalances m (heir 
paper, as well as wear and defacement from users. An exhibit organised by the 
libra*'**' preservation department, now on display on the third floor of Butler 
Library, identifies reasons books deteriorate and measures Columbia takes to 
alleviate these problems, lire exhibit will remain on view until the fail Kin ester. 
Above, damage caused by t> k worms in a Persian book. 



"Play It Again, Sam" Admission: 12.00, 
free with CUID. Auditorium, 2nd fl , Ear) 
HaU. 

8 

WEDNESDAY, AUGUST 

9:00 P.M. Ferrii Booth Drive-In. 
"African Queen" I .awn, Furnald. (Rain 
Program: Woihnsn Auditorium, Ferris 
Booth Hall ) 



15 



WEDNESDAY, AUGUST _ 

9:00 P.M. Ferris Booth Drive Id. 
"t'junc with the Wind." Uwn, Furrutd. 
(Rain Program; YVollman Auditoriuin, 
Ferns Booth Hall) 

CALENDAR PUBLICATION SCHEDULE 



Period Cave red 
Aug 17 bept. 13 



Deadlia* tut Nolko 
M . Aug. 6, II juu 



CxkmUr Mkti thould be Hni to 201 Podge 
HaU. where tprcud kitxn* ax* *v««JaUe Tlx 
df*4invc fur tubruuuuot u generally Monday 
tJ*jsr uliae week pruu ui uuhUtahou mccS 
NuiUct kn the pciKxl Aug 17 Scp4 13 must he 
rcccitcduy 11 mti Muo., Aug 6 (.^iewiaf 
tnuumea 2tk)-VtM5 
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COLUMN IMXVEISXTV: Exhibit libels 

SAFE EXHIBITION OF BOOKS 



In order to display books safely, placing 
unnecessary stress on the binding structure must be 
avoided. Books do not always open easily, and some 
may have been further weakened by use. The joints, 
where the cover boards meet the spine, are 
particularly vulnerable. A solution to the problem 
of exhibitions is presented here in the form of 
book cradles, which allow the volume to be opened 
for viewing, yet provide the support needed to 
prevent damage. 



HAZARDS OF DISPLAY 

Unsupported books lying open and flat on display 
are subject to stresses which may damage the 
bindings. Some other problems caused by improper 
display techniques are seen here: the strain on a 
leaf which does not open fully, but is secured 
tightly j and the use of wide strips of polyester 
which not only cause glare, but are too stiff and 
too tightly wrapped, and are therefore cutting into 
the leaves. 



If a book does not open fully, a cradle which 
supports it at an angle may be constructed. 



Flat cradles such as this may be used when the 
title page or a leaf near the front of the book is 
to be displayed. 




A plexiglass cradle offers solid support for the 
displayed item, and may be meldedi ©l©sely to its 
contours. €<#1 A ' J 

no 



